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Annexure A 
 

Ms. Anishitha Ajith Tax Consultant I - 

 
 

Description Monthly 

(Rs. per month) 

Annual 

(Rs. per Annum) 

Basic Pay 17,500 210,000 

House Rent Allowance (HRA) 8,750 105,000 

Special Allowance1a & 1b 11,867 142,404 

Leave Travel Allowance2 1,750 21,000 

Differential Allowance 5,833 69,996 

Meal Card3 2,200 26,400 

Employer’s contribution to PF 2,100 25,200 

Total Salary (in Rs.) 50,000 600,000 

Variable Bonus* You will be eligible for a performance linked variable bonus. If applicable, it 

will be paid out on the 31st of August on the basis of your performance and 

performance of the business 

Medical Insurance Premium4 3,014 36,167 

 

*The Variable Bonus will vary, primarily based on your performance and the performance of the business, during the Employer’s 

fiscal year which is June through May. Your performance will be formally assessed as a part of the Employer Performance Review 

Cycle Process. At your level, the variable bonus opportunity could range from 0-10% of your Total Salary. The actual paid 

amount will vary depending upon the business and individual performance and in some circumstances, could exceed the 

payout range indicated. The performance of all the employees who have joined the Employer prior to March 1st will be assessed 

for the fiscal year ending in May. The disbursement of a Variable Bonus, if applicable, is subject to you being active on the rolls 

of the Employer on August 31st following the close of the fiscal year. For employees joining during the period March 1st to May 

30th, a prorated Variable Bonus, if applicable, will be based on the first year-end review ratings in the subsequent year and 

paid on August 31st of that subsequent year. The Variable Bonus will not be paid in the event of termination of employment for 

any reason on or before the disbursement time. The application and interpretation of, and any determinations related to, the 

Variable Bonus is at the sole discretion of Employer. Employer may amend or terminate the Variable Bonus at any time. 

All compensation and benefits are based on employee’s position with the Employer in India. 

 
Contd/-.... 
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Annexure A 
 

1All employees may claim tax exemption, subject to tax rules from time to time, from their Special Allowance component, 

expenses incurred towards communication and Fuel & Maintenance Expenses as per eligibility mentioned below: 
 

Employee Level - 

Tax Consultant I 

1aCommunication Expenses 1bFuel Expenses 

Only one Post paid mobile, one Land 

Phone and One internet connection 

bill(s) can be claimed. 

Petrol / Driver / Insurance / Repairs & 

Maintenance 

Rs./₹3,000/- per month Rs./₹7,500/- per month 

 
1a The internet/telephone/mobile bills should be in the Employee’s name. 

1b For claiming vehicle running expenses (Fuel / Repairs & Maintenance expenses) the vehicle has to be in the name of the 

Employee and the current tax rules are as under. The above limits will be applicable for all those who are on company car 

lease program and the below limits will apply for all those who are on self-owned car. In case of company leased car, 

taxability would be as per the current perquisite valuation rules. 
 

Nature of Expenses Own Vehicle –Maximum Tax exemption limit per month 

4 Wheelers (Engine Capacity)  

<= 1600 cc > 1600 cc Two Wheelers 

Fuel & Maintenance Rs. 1,800 Rs. 2,400 Rs. 900 

Driver's Salary Rs. 900 Rs. 900 Not applicable 

 
 

All employees at and above Senior Staff are eligible for the company car lease program. If you choose to avail of this benefit, 

the amount towards lease rental will be paid by the firm on your behalf to the leasing company and your compensation structure 

will be adjusted accordingly. A revised letter with the new compensation structure will be issued that will supersede this letter 

for all practical purposes. 

2 The Leave Travel Allowance (LTA) will be paid on a monthly basis as an allowance with tax deducted at source. If you choose 

to avail the tax benefit on LTA, you should submit proof of expenses incurred by you for Self and / your immediate dependents. 

The taxability or otherwise of LTA will be as per the Income Tax Act 1961, details of which will form part of the LTA Form. 

3 Meal Card amount will be credited at the start of each month and for the first month (For New Hires) prorated amount will be 

processed as part of payroll. If not collected, it will be processed as a taxable amount with the salary. 
 

4 Annual Floating Medical Insurance Coverage for self and 6 dependents is being paid by the Employer on your behalf. The 

premium amount is subject to change every year post renewal of insurance policy. In case you opt for an enhancement of the 

coverage limit, the additional premium will be adjusted accordingly from the special allowance. 

You may also receive additional benefits, including and not limited to, in cash and/or in kind and/or as reimbursement, which 

could be referred as rewards, awards and gifts, which are generally accorded to the employees of the Employer, subject to 

the applicable taxes, policies and practices of the Employer. 

By joining the Company, you will become a member under the 'Deloitte USI Employees Welfare Trust' and may be required to 

make a nominal contribution as a member. 

Original bills towards the above components should be submitted during the Income Tax fiscal period evidencing the expenditure 

to get Income Tax exemption, failing which the same will attract applicable Income Tax. 

Submission of false, tampered or altered bills as proof of expense for any of the above components will result in disciplinary 

action including termination of employment. 

Your compensation above is subject to income tax deduction per rules and guidelines prescribed under the 

prevailing tax laws. This may change from time to time in line with the amendments done in tax laws. 
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Anishitha Ajith Hyderabad 

 

Annexure B 
 

Non-Disclosure, Non-Solicit and Intellectual Property Rights Assignment Agreement (“Employment Agreement”) 

In consideration of my employment by Deloitte Tax Services India Private Limited, an Employer incorporated under the 

provisions of the Companies Act, 1956 and having its registered office Deloitte Tower Survey No. 41 Gachibowli Village, 

Ranga Reddy District,CIRCLE 3, Hyderabad - 500032, Telangana, India (the “Employer”) as Tax Consultant I - and 

other valuable consideration, I acknowledge and agree that: 

PRELIMINARY MATTERS 

1. Defined Terms. The italicized terms in this agreement (the “Employment Agreement”) are defined in Exhibit A hereto. 
 

2 . Pre-existing Agreements or Arrangements. I warrant and agree that I have listed on Exhibit B all Pre-existing 

Agreements or Arrangements. The Employer expects me to abide by all restrictions or obligations that are contained in such 

Pre-existing Agreements or Arrangements and to avoid involvement, while employed by the Employer, in any matter that could 

pose a conflict as a result of confidential information or intellectual property obtained by me prior to my Employment. I further 

represent that none of these restrictions or obligations, including those set forth in any non-compete agreements with prior 

employers, is inconsistent with my acceptance of the Employer’s offer of Employment or my becoming, and serving as, Tax 

Consultant I of the Employer. To the extent applicable and if I am joining the Employer after having served as an employee 

or official of the United States Government, I further represent that: (1) I have disclosed my prior participation, if any, in any 

discussions or negotiations with, or decisions to award contracts to, the Deloitte U.S. Firms while I was employed by the United 

States Government; and (2) I had either recused myself or had not played an active role in the applicable United States 

Government agency’s decision to award any contracts to the Deloitte U.S. Firms while I was employed by the United States 

Government. 

PROTECTION OF OUR BUSINESS 
 

3. Reporting of Proceedings. Except as provided by law and except as I have disclosed in writing on Exhibit C to this 

Agreement, I represent and warrant that I have no Proceedings to report. Should I become a subject of any Proceedings 

during my association with the Employer, I agree to immediately report, in writing, all relevant facts to the Chief Talent Officer 

of Deloitte LLP, the Regional Talent Director of the Employer, and the Chief Ethics and Compliance Officer of Deloitte LLP. I 

understand that my responses are subject to audit and review by the Employer and others in accordance with applicable 

professional, ethical, legal, or Employer requirements, rules, regulations, policies, or practices, or other requests. 

4. Confidentiality. I acknowledge that, by virtue of my Employment, I will acquire and be exposed to, have access to, make 

use of and/or create Confidential Information. Therefore, I agree to hold in trust and confidence all such Confidential 

Information. I will neither disclose any such Confidential Information to anyone outside a Deloitte Entity without the prior written 

approval of an Authorized Signatory, except as required by my authorized duties for the Employer, nor use any such Confidential 

Information for any purpose other than for the benefit of a Deloitte Entity. 

5. Third Party Information and Property. I agree that during my Employment, I shall not use or disclose any confidential 

information or intellectual property of any former employer or other person or entity without the prior written authorization of 

such employer, person or entity and the prior written consent of an Authorized Signatory. If I were to use or disclose any 

such Confidential Information or Intellectual Property without prior consent, and any of the Deloitte Entities become the subject 

of any claim from a third party regarding such unauthorized use or disclosure, I agree to hold harmless and indemnify the 

Deloitte Entities for any legal defense costs and/or damages related to any such claim. 

6. Authorization. Only employees of the Employer holding a senior or managerial position with the Employer will be authorized 

by a specific authorization, delegation, or power of attorney to sign legal documents, representing the Employer. Similarly, only 

such authorized employees of the Employer may speak about the Employer, the business and plans, various client-related 

projects etc. 

7. Competing Activities and Conflict of Interest. During the period of my Employment I will not, directly or indirectly, 

participate in or in any way render services or assistance to any business that is or may be competitive with a Deloitte Entity, 

whether or not for compensation, or engage in any conduct which might result in, or create the appearance of using my position 

for private gain or other than for the benefit of a Deloitte Entity, or otherwise create a conflict, or the appearance of a conflict, 

of interest with a Deloitte Entity. Such conduct shall include, but not be limited to, having an undisclosed financial 
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interest in any vendor or supplier of a Deloitte Entity, accepting payments of any kind or gifts other than of a nominal value 

from vendors, clients or suppliers, or having an undisclosed relationship with a family member or other individual who is 

employed or associated with any entity in active or potential competition with a Deloitte Entity, and which creates a conflict of 

interest. I represent and warrant that I am not currently aware of any present or past violation of this provision. 

 
8. Authorization to Access Systems and Electronic Communications and use of Deloitte Property. I understand that 

while employed with a Deloitte Entity, I will use and have access to the Systems.   I also acknowledge that aDeloitte Entity has 

the right at any time to access, retrieve, delete, monitor, examine, use and/or disclose my Electronic Communications and 

information from (or about) me and the content, without notice to me, and that such Electronic Communications are considered 

part of a Deloitte Entity’s business and client records and are not to be considered private or personal to me or any other 

Personnel. I further acknowledge that this right extends to Electronic Communications transmitted for either a business or 

personal purpose. 

 
I agree that I am authorized to access the Systems only for approved business purposes and occasional personal use if such use 

does not interfere with my work responsibilities and other required business activities, business operations, or Systems 

performance. However, I also acknowledge that such occasional personal use does not create an expectation of privacy as to 

any of my personal Electronic Communications and, as such, are Deloitte Property. 

 
I further acknowledge that I am not authorized to use the Systems for personal gain or any illegal or unethical use. I agree that 

under no circumstances am I authorized to access any of the Systems for the purpose of obtaining Deloitte Property for a 

competitor of a Deloitte Entity, transmitting Deloitte Property to me (e.g., emailing Confidential Information to my personal 

email address) or to a third party for purposes other than furthering the business objectives of a Deloitte Entity. I am not 

authorized to download a Deloitte Entity’s Confidential Information or other Deloitte Property to removable media such as a CD 

Rom, disk or thumb drive other than as authorized for furthering the business objectives of a Deloitte Entity. 

 
I will be responsible for the safe keeping and return in good condition and order of all the Deloitte Property that may be in my 

use, custody, care or charge. For the loss of any Deloitte Property in my possession or custody or for which I have been assigned 

responsibility, the Employer will have a right to assess on its own basis and recover from me, the damages in respect of 

such materials (out of the amounts due to me or otherwise) and to take such other legal action as it deems appropriate including 

termination of my employment without notice or payment in lieu thereof in the event of my failure to account for such material 

or property to its satisfaction. 

 
9. Security. I am provided with a worktable and lockable storage space. I will ensure they are locked when unattended and 

understand that a duplicate key will only be provided if I sign for it. I am required to display my identity card to the appropriate 

security personnel on demand and at all times within the office premises. 

 
10. Ownership of Works. 

a. I agree that the Employer owns all rights, title and interest in and to all Works. 
 

b. I agree that all Works are deemed works made for hire under India copyright or applicable laws or equivalent laws of any 

applicable foreign jurisdiction, and all Intellectual Property Rights therein vest automatically in the Employer upon creation of 

the Works. I agree that, to the extent any Work is held not to be a work made for hire, I hereby irrevocably assign all Intellectual 

Property Rights in the Work to the Employer. Notwithstanding anything contained in Section 19(4) of the Indian Copyright Act, 

1957, I agree that such assignment shall continue to be in force for perpetuity irrespective of whether or not the Employer 

exercises its rights as the assignee for any period of time. 
 

c. I will at all times, even after termination of my Employment, do whatever the Employer reasonably requests of me, at the 

Employer’s expense, to document the assignment of any Works to the Employer or to assist the Employer in pursuing, renewing, 

extending or assigning any Intellectual Property Rights, and otherwise perfecting, protecting and enforcing said Intellectual 

Property Rights in, any Works. I agree that, as between me and the Employer, the Employer shall be the sole author, inventor, 

and owner of all such Works and Intellectual Property Rights therein throughout the world, and that the Employer shall have 

the sole right to seek copyright registrations, patents or trademark registrations, including all extensions and renewals thereof. 

I also hereby agree that I waive all moral rights in any Works. 
 

I also agree to assign all my right, title and interest in and to any particular Works to a third party as directed by the Employer. 
 

In the event the Employer is unable for any reason, after reasonable effort, to secure my signature on any document needed 

in connection with the actions specified in the preceding paragraphs, I hereby irrevocably designate and appoint the Employer 

and its duly authorized officers and agents as my agent and attorney in fact, which appointment is coupled with an interest, 

to act for and in my behalf to execute, verify and file any such documents and to do all other lawfully permitted acts to 

further the purposes of the preceding paragraphs with the same legal force and effect as if executed by me. I hereby waive any 

and all claims, of any nature whatsoever, which I now or may hereafter have for infringement of any Works assigned hereunder 

to the Employer. 
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d. During a 12 month period after termination of my Employment, I agree that any Intellectual Property I create or conceive 

that results from and is related to any work assigned to or performed by me for the Employer, or that was created 

using Deloitte Property, is a Work that is subject to Paragraph 10 (b) above. For purposes of clarification, the foregoing provision 

is in addition to, and not in limitation of, any rights and remedies the Employer may have under the applicable laws protecting 

Intellectual Property of the Deloitte Entities. 

 
e. I agree to keep and maintain adequate and current records (in the form of notes, sketches, drawings and in any other form 

that may be required by the Employer) of all Works developed by me during the period of my employment with the Employer, 

which records shall be available to and remain the sole property of the Employer at all times. 

11. Pre-existing Creations; Personal Creations. My obligations in Paragraph 10 do not apply to Pre-existing Creations 

a n d Personal Creations. I warrant and agree that I have listed on Exhibit B all Pre-existing Creations. I acknowledge and 

agree that I will not assert any ownership rights against the Deloitte Entities, or their respective clients, with respect to any 

Pre-existing Creations unless they appear on Exhibit B, and Exhibit B has been accepted and agreed to by an Authorized 

Signatory who has signed at the bottom of such Exhibit B. I further agree that I shall not use any Pre- existing Creations or 

Personal Creations in connection with my Employment without the prior written consent of an Authorized Signatory. To the 

extent that I use any Pre-existing Creations or Personal Creations in connection with my Employment, I agree that, except as 

otherwise provided in a written agreement executed by me and the Employer, I hereby grant to the Employer an irrevocable, 

royalty free, perpetual, fully paid up, transferable, sub-licensable license to use, reproduce, distribute, display, perform, modify 

and create derivative works of and otherwise exploit such Pre-existing Creations or Personal Creations for any purpose including, 

but not limited to, client engagements. 

12. Post- Employment Restrictions re: Clients. I acknowledge that, because of the nature of my work for a Deloitte Entity, 

my solicitation or serving of certain clients related to my work for a Deloitte Entity would necessarily involve the unauthorized 

use or disclosure of Confidential Information, and the proprietary relationships and goodwill of the Deloitte Entities, and, in the 

case of my serving of certain clients, could compromise the full compliance of the Employer or another Deloitte Entity with the 

applicable laws, rules and regulations of a U.S. or India regulatory body or other independence- related requirement of a 

regulatory body. Accordingly, during the period of my Employment and for a period of one year thereafter, I will not, directly 

or indirectly, solicit or provide services to any existing client of a Deloitte Entity with which I had personal contact and provided 

services during the two-year period prior to termination of my Employment. 

13. Exceptions to Post- Employment Restrictions re: Clients. I understand that the obligations of Paragraph 12 will not 

apply for a period of three (3) years after my start date or the date of my promotion or transfer to clients of a Deloitte Entity 

and/or certain specified kinds of services rendered to such clients that meet all of the following criteria: (a) are personal 

clients of mine who came to a Deloitte Entity solely to avail themselves of certain specified kinds of services rendered by me 

and only as a result of my own independent recruitment efforts, which a Deloitte Entity neither subsidized nor otherwise 

financially supported as part of a program of client development, (b) are listed on Exhibit D expressly by name with respect to 

client and with sufficient specificity with respect to the kinds of service(s) that I will be permitted to render, and (c) are accepted 

and agreed to as to their listing on Exhibit D by an Authorized Signatory who has signed at the bottom of such Exhibit. I agree 

that after a period of three (3) years from my start date or the date of my promotion or transfer the Employer will have 

invested sufficient time, financial support and effort in developing and serving the clients listed on Exhibit D to support the 

application of the obligations of Paragraph 12 to those clients. 

14. Future Employment with Clients. Except as otherwise provided herein, I understand that I am not prohibited from 

accepting employment with a client (or an affiliate of such client) of a Deloitte Entity. Before entering into substantive discussions 

with an Attest Client regarding any employment opportunity, I acknowledge and agree that during my Employment and for five 

years thereafter I must first notify Independence and obtain prior written approval from Independence. I acknowledge and 

understand that it is the intent of the Employer to interpret and apply this provision (a) in an effort to ensure the full compliance 

of the Deloitte Entities with applicable U.S. and India laws, rules, and regulations; (b) to serve the public interest; and (c) to 

protect the legitimate interests of the Deloitte Entities or their respective Attest Clients under applicable U.S. or India laws, rules 

and regulations in a manner that is no greater than is reasonably necessary to protect such interests and without being unduly 

harsh and oppressive to me and my interests in future employment with an Attest Client. Further, I acknowledge and agree 

that because of, among other things, the importance of the Deloitte Entities remaining in compliance with applicable 

independence rules, such approval may be withheld by Independence in the event that my employment with an Attest Client 

would, in the view of Deloitte LLP, be inconsistent with applicable laws, rules and regulations or jeopardize the independence of 

a Deloitte Entity with respect to such Attest Client. 

15. Restrictions re: Personnel and Contractors. I acknowledge that, because of the nature of my work for a Deloitte Entity, 

my solicitation or hiring or of any of its Personnel or contractors of the Deloitte Entities, or my participation in their hiring, 

admission or retention, would necessarily involve the unauthorized use or disclosure of Confidential Information or the 

proprietary relationships and goodwill of the Deloitte Entities. Accordingly, during my Employment and for one year thereafter, 

I will not, directly or indirectly, (a) solicit or attempt to solicit, or participate in the solicitation of or any attempt to solicit any 

Personnel to leave a Deloitte Entity, or to join any firm or business with which I may be or become affiliated;(b) participate in 

the hiring or admission of any Personnel; or (c) cause a contractor of a Deloitte Entity to cease providing 
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services to, with, or on behalf of the Deloitte Entity. 
 

16. Post- Employment Restrictions re: Deloitte Property. Upon termination of my Employment: (a) I will not use or 

disclose Deloitte Property, including, but not limited to, Confidential Information and Works, for any purpose; (b) I will not 

retain or take with me any Deloitte Property; (c) I will immediately deliver to a Deloitte Entity at any location that it designates, 

at my expense, within one business day after the termination of my Employment or on an alternate date designated by a 

Deloitte Entity, any Deloitte Property that I may then or thereafter hold or control; and (d)I agree to allow a Deloitte Entity to 

inspect any of my personal or home computers, including smart phones, tablet computers, or any device, media or location 

capable of storing electronic data, to determine whether any Deloitte Property resides on such computers and to permit a 

Deloitte Entity to remove such Deloitte Property. 

 

 
OTHER POST- EMPLOYMENT OBLIGATIONS 

 

17. Transition of Work and Cooperation. Upon termination of my Employment for any reason, I will cooperate with a Deloitte 

Entity in all matters relating to the completion of pending work and its orderly transfer. I will also cooperate fully with a Deloitte 

Entity in connection with any threat of or actual legal proceeding against a Deloitte Entity or any client, customer or licenser of 

a Deloitte Entity arising out of any matter with or of which I had contact or knowledge during my Employment. 

18. Notification of Post- Employment Obligations. I agree that prior to accepting employment or affiliation with another 

firm or business I will advise such firm or business of my duties and obligations under this Employment Agreement. After my 

Employment ends, I agree that a Deloitte Entity shall be permitted to advise any firm or business with which I have accepted 

an offer of employment or affiliation concerning my duties and obligations under this Employment Agreement. 

19. Certification. I agree that during or after my Employment I will, if requested, provide written certification in such form as 

the Employer may require that I have complied with my obligations hereunder, including, without limitation, those obligations 

set forth in Paragraphs 4, 5, 7, 8, 9, 10, 11, 12, 14, 15 and 16 of this Agreement. 

 

 
OUR ENFORCEMENT RIGHTS AND REMEDIES IN THE EVENT OF A BREACH 

 

20. . Equitable Relief and Attorney’s Fees. I acknowledge and agree that a breach of this Employment Agreement, 

including, but not limited to, a breach of my duties and obligations under the terms and conditions of Paragraphs 4, 5, 7, 8, 9, 

10, 12, 14, 15 or 16 would cause irreparable harm to the Deloitte Entities and that, in addition to other remedies, the Employer 

on behalf of itself or another Deloitte Entity is entitled to a temporary restraining order, an injunction or other equitable relief 

to prevent any such breach. I also acknowledge that, to the extent permitted by law, a Deloitte Entity will be entitled to the 

payment of the Deloitte Entities’ reasonable costs and attorney’s fees incurred in enforcing this Employment Agreement. I also 

acknowledge that, to the extent permitted by law, the Employer may request that a court extend the one year period following 

the termination of my Employment, as provided in Paragraphs 12 and 15, to correspond with the period that I participated in 

activities prohibited by Paragraphs 12 and 15. 

21. Liquidated Damages: Client Fees. I agree that in the event of a breach under Paragraph 12, the Employer shall be 

entitled to receive, as liquidated damages, payment from me of an amount equal to the annual compensation, inclusive of 

overtima, bonuses, and sales incentives, received by any person who leaves the Employer in connection with my breach over 

his or her last twelve months at the Employer. Such amount shall be paid within thirty days from the mailing of a written notice 

to me advising of the amount due. 

22. . Liquidated Damages: Compensation. I agree that the precise amount of damages flowing from a breach under 

Paragraph 15 would be impracticable or extremely difficult to ascertain in an actual amount. Therefore, I agree that in the 

event of a breach under Paragraph 15, the Employer shall be entitled to receive, as liquidated damages, payment from me of 

an amount equal to the annual compensation, inclusive of overtime, bonuses, and sales incentives, received by or owed to 

any person who leaves the Employer in connection with my breach over his or her last twelve months at the Employer. Such 

amount shall be paid within thirty days from the mailing of a written notice to me advising of the amount due. 

23. Right of Inspection. I agree to permit the Employer (or to use my best efforts to enable the Employer) to inspect my 

books and records (and the books and records of any entity which employs or is associated or affiliated with me), upon request 

and at reasonable times, to enable the Employer to confirm the calculations described above and to verify compliance with 

Paragraphs 12 and 15. The Employer shall keep confidential any proprietary information obtained, except as may be necessary 

or desirable to enable the Employer to enforce its rights under this Employment Agreement and except as may be required by 

any statute, court or administrative order to decree or government ruling or regulation. 

 

 
MISCELLANEOUS 
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24. Governing Law; Choice of Forum. This Employment Agreement is deemed to have been executed in the Employer's 

office in Hyderabad, Telangana, India and will be construed and governed in accordance with the laws of the Republic of 

India without regard to its conflicts-of-law principles. You agree to submit to jurisdiction before any court of record in which the 

Employer’s office to which you were assigned is located, or in which a breach of this Employment Agreement may occur, at the 

election of the Employer, and you waive any right to raise questions of personal jurisdiction or venue in any action the Employer 

may bring against you in any such court. You further agree to accept service of process/summons/legal notice from the Employer 

when that process/summons/legal notice is either sent to your last known address by certified mail or served by any other 

means permitted under the law of the jurisdiction in which the Employer may bring an action against you. 

 
25. Modifications. My obligations hereunder may not be changed or modified, released, discharged, abandoned or terminated, 

in whole or in part, except by an instrument in writing signed by an Authorized Signatory. 

26. Severability. Every provision of this Employment Agreement is intended to be severable. If any term or provision is illegal 

or invalid for any reason whatsoever, such term or provision will be enforced to the maximum extent permitted by law and, in 

any event, such illegality or invalidity shall not affect the validity of the remainder of the Employment Agreement. 

27. Blue-Penciling. If any court determines that any provision of this Employment Agreement, or any part hereof, or the 

application of any such provision, or any part hereof, to any person or circumstance is unenforceable or void, such court shall 

have the power to modify such provision, or any part hereof, to the extent necessary to render it legal and enforceable while 

preserving its intent, or if such modification is not possible, by substituting therefore another provision that is legal and 

enforceable and that achieves the same objective. 

28. Waiver. None of my obligations under this Employment Agreement shall be deemed to have been waived by the Employer 

except if the giving of such waiver is contained in a written notice given to me and no such waiver shall be deemed to be a 

waiver of any other or further obligation I have under this Employment Agreement. 

29. Entire Agreement. This Employment Agreement, the Employer’s employment application, the Terms and Conditions of 

Service issued pursuant to the offer of employment and any documentation employing me or transferring me to the Employer, 

contain the entire understanding between me and the Employer or any other Deloitte Entity with respect to the subject matter 

hereof and supersedes all prior representations, warranties, and agreements with respect to such subject matter, and no 

representations, warranties or other covenants exist with respect to such subject matter that are not contained or 

expressly referred to herein. Notwithstanding the foregoing, any written agreement between a Deloitte Entity and me with 

respect to the subject matter hereof that was signed by me prior to the effective date of this Employment Agreement shall 

remain valid and enforceable according to the terms of such agreement with respect to all acts and omissions occurring 

prior to the effective date of this Employment Agreement. In the event of a conflict between this Employment Agreement and 

the employment application or any other document purporting to set forth terms and conditions of my Employment, this 

Employment Agreement will control. 

30. Transfer and Assignment.   Unless as the Employer shall otherwise determine, the rights, obligations and benefits of the 

Employer under this Employment Agreement, including but not limited to those rights and benefits relating to my post- 

Employment obligations set forth in this Paragraph 30 and in Paragraphs 4, 5, 7, 8, 9, 10, 11, 12, 14, 15, 16, 17, 18, 19 and 

23 above, are transferred and assigned, in whole or in part (as the Employer shall determine) and without the need for my 

consent or the formality of documentation or prescribed processes, to (a) any Deloitte Entity in connection with my transfer 

to that Deloitte Entity or (b) any entity that acquires all or a part of the assets or business of the Employer. All provisions of 

this Employment Agreement shall inure to the benefit of and be binding upon the respective heirs, executors, administrators, 

representatives, successors, and assigns of the Employer and me, and any Deloitte Entity to which I may be transferred 

during my Employment, provided, however, none of my duties or obligations under this Employment Agreement may be 

assigned or transferred by me to any other person or entity without the Employer’s prior written approval of such assignment 

or transfer. Any purported assignments in violation of this Paragraph 30 shall be null and void. 

31. Headings. The headings contained in this Employment Agreement are for reference purposes only and shall not affect in 

any way the meaning or interpretation of this Employment Agreement. 

 

 
I have read the foregoing, understand it, and agree to comply with its terms. 

 
For Deloitte Tax Services India Private Limited 
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OMKAR CHANDRAMOULI KONCHUR 

Talent 

 
 

Authorized Signatory 
 

Effective as of May 30, 2022, I accept all the terms and conditions of the Employer as stipulated in this Employment 

Agreement. 

 

 
Anishitha Ajith 

 

Signature Name 
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EXHIBIT A 
 

The definitions below apply to the italicized terms that appear in the Employment Agreement (including the exhibits): 

 
Attest Client – attest client (or an affiliate of such client) of Deloitte & Touche LLP or aDeloitte Entity. 

 
Authorized Signatory – a director, officer or other person who is authorized to sign on behalf of a Deloitte Entity. 

 
Confidential Information – any information not generally known to the public, in any Form, that (1) relates to the operation 

of a Deloitte Entity or provides the Deloitte Entities with a competitive advantage, (2) consists of Personally Identifiable 

Information (PII) or other personal information about Personnel, client and other third party personnel, independent contractors, 

subcontractors, agents, vendors, suppliers or others which the Employer or another Deloitte Entity receives in the course of 

business, and (3) all other information entrusted to the Employer or another Deloitte Entity by clients and other third 

parties. Confidential Information includes, but is not limited to, Intellectual Property, supplier information, designs, business or 

marketing plans, forecasts and financial information, tax returns, tax identification numbers, agreements, client or prospective 

client lists, specific information about clients or prospective clients such as preferences for specific products and services, client 

or prospective client needs based on financial history and past purchases of services, client or prospective client development 

plans, specific rates charged to a client or offered to a prospective client and other business or client records. Confidential 

Information also includes, but is not limited to, debit or credit card information, employment applications, organization charts, 

performance ratings and other personnel records. 

 
Deloitte Entity – the Employer, Deloitte LLP, and any corporation, company, partnership, limited liability company or other 

entity (a) that (i) is owned, directly or indirectly, in whole or in part, by Deloitte LLP (the “Deloitte U.S. Firms”), including but 

not limited to Deloitte LLP subsidiaries in India, the Deloitte Touche Tohmatsu verein, Deloitte Global Services Limited, 

Deloitte Global Services Holdings Limited, Deloitte Touche Tohmatsu Limited (“DTTL”) or any member firm of DTTL or affiliate 

thereof (collectively, the “DTTL Member Firms”) or (ii) controls, is controlled by or is under common control with any of the 

entities listed in clause (i); or (b) in which any Personnel participated on its behalf, or carried out any duties with respect to 

its affairs. For purposes of this Employment Agreement, the term “control” (including the terms “controlled by” and “under 

common control with”) means the possession, directly or indirectly, of the power to direct or cause the direction of the 

management and policies of a person or entity, whether through the ownership of voting securities, by contract, or otherwise. 

 
Deloitte Property – Confidential Information, Systems, equipment, debit and credit cards issued in connection with my 

Employment, furniture, facilities and any and all other materials owned, licensed or leased by a Deloitte Entity, including, without 

limitation, computerized or electronic information and all copies thereof in any form or media, created by, furnished to, obtained 

by or prepared by me in the course of my employment in any capacity. 

 
Deloitte India (Offices of the US) - The following companies shall be deemed to be the affiliates of each other and are 

collectively referred to as Deloitte India (Offices of the US): (i) Deloitte Consulting India Private Limited (ii) Deloitte Tax Services 

India Private Limited (iii) Deloitte Support Services India Private Limited (iv) Deloitte Financial Advisory Services India Private 

Limited and (v) Deloitte & Touche Assurance & Enterprise Risk Services India Private Limited. 

 
Electronic Communications – all text, audio, video, images, information, data, files and attachments created, displayed, 

sent, received, posted, accessed or stored, whether deleted or not, by means of the Systems. 

 
Employment – the nature of my relationship with the Employer or a Deloitte Entity pursuant to this Employment Agreement.   

Alternatively, and depending on context, Employment is the period of time during which this relationship persists. 

 
Form - paper, computer disc, USB drive, website; any other tangible or electronic medium by which information may be 

stored or accessed; and human memory. 

 
Independence – National Office (Independence) of Deloitte LLP. 

 
Intellectual Property - works of authorship (including, without limitation, books, articles, data compilations, software and 

other copyrightable materials), materials, patents, inventions, designs, techniques, methodologies, processes, discoveries, 

know-how, ideas, trade secrets, moral rights, trademarks and other indicia of origin together with the goodwill therein, and all 

patent applications, copyright and trademark applications and registrations, and extensions and renewals thereof, throughout 

the world. 

 
Intellectual Property Rights – all rights, title and interest in Intellectual Property. 

 
PCAOB – the United States Public Company Accounting Oversight Board. 
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Personal Creations – Intellectual Property that meet all of the following criteria: (1) it is conceived, developed, and created 

by me on my own time without using Deloitte Property or Personnel (during work hours), facilities, Confidential Information or 

Works of a Deloitte Entity, (2) it is unrelated to the actual or reasonably anticipated business or research and development of 

a Deloitte Entity, and (3) it does not result from any work performed by me and thePersonnel (during work hours) for a Deloitte 

Entity. 

 
Personnel – partners, principals, members, officers and employees of a Deloitte Entity. 

 
PII – information (excluding business contact information such as an individual’s name and one or more of the following: 

organization name, organizational title, organizational role, business address, business telephone number (including business 

cell phone number and business email address) relating to an identified or identifiable natural person. An identifiable natural 

person is a natural person who can be identified, directly or indirectly, by reference to an identification number or factors specific 

to his or her physical, physiological, mental, economic, cultural or social identity. Set forth below is a non-exclusive list of 

information that constitutes PII when such information relates to an identified or identifiable natural person: 

Account number (bank account, credit card, etc.) 

Address 

Biometric identifier 

Certificate or license number 

Date of birth 

Government identifiers (such as PAN) 

Name* 

Personnel Number 

Photograph or video identifiable to an individual 

Vehicle identifier or serial number 

Other information related to an individual that may directly or indirectly identify that individual (e.g., salary, 

performance rating, purchase history, call history, etc.) 

* Note: When an individual’s name is used with PII that is not business contact information, it is included in the definition of 

PII. 

 
Pre-existing Agreements or Arrangements – agreements or arrangements that (1) relate to any Pre-existing Creations; 

or (2) may affect my ability to comply with the requirements of this Employment Agreement, including all contractual and other 

restrictions or obligations with other parties, including any post-employment restrictions and required notifications to the 

extent applicable under 18 United Stated Code §207, CFR 3.104-4, and India laws, rules and regulations that may or will impose 

limitations on my professional activities during my Employment (such as any non-compete agreements with prior employers 

and the one-year ban on lobbying contacts). 

 
Pre-existing Creations – any Intellectual Property and Intellectual Property Rights that were developed or created by me, 

alone or with others, or otherwise acquired by me, before the period of my employment in any capacity with the Employer, in 

which I claim any ownership or right. 

 
Proceedings – past or pending (1) actual or threatened claims or complaints of, or arising out of service to, present or 

former clients, (2) regulatory, self-regulatory, disciplinary, administrative, civil or criminal investigations, inquiries, charges, 

complaints, actions, sanctions, alternative dispute resolution proceedings, other proceedings or matters (other than criminal 

proceedings which relate solely to the operation of a motor vehicle) of any kind or nature, in India or any other jurisdiction, 

against me, including criminal proceedings arising out of my provision of professional services, proceedings brought by a 

professional association, or proceedings involving the Securities and Exchange Board of India, United States Securities and 

Exchange Commission or the PCAOB, other professional bodies like the Institute of Chartered Accountants of India or (3) matters 

of any kind or nature which could adversely affect my association with the Employer or my ability to perform my duties or 

responsibilities to the Employer, whether set forth in this Employment Agreement or otherwise, or my registration with or 

licensure by any governmental, quasi-governmental, or other regulatory agency, body or entity, in or outside the United States 

or India. 

 
Systems – the communications systems or any part of such systems that a Deloitte Entity owns, licenses or operates and 

approves for use, including, but not limited to, e-mail, text messaging, Lotus Notes, Deloitte Online (eRoom), instant messaging, 

local area network, wide area network, Intranet (e.g., DeloitteNet, D Street), Internet, extranet, collaborative tools (e.g., blogs, 

wikis, etc.), laptop and desktop computers, servers, air cards, Personal Digital Assistants, cell phones, telephones and voicemail. 

 
Works - all Intellectual Property, in any Form, created by me, alone or with others, during the period of myEmployment that 

(1) is created within the scope of my Employment; (2) relates in any manner to the actual or anticipated business, research, 

or development of a Deloitte Entity; (3) results from any work assigned to or performed by me, alone or with others, for the 

Employer; or (4) is created with the use of Deloitte Property. 
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EXHIBIT B 

 
Pre-existing Creations; Pre-existing Agreements or Arrangements 

I understand and agree that the Employer makes no attempt to verify my claim of ownership to any of thePre-existing 

Creations listed, and makes no admission that any Pre-existing Creations listed are owned by me. 

[If yes, please enter details below] 
 

Yes, I do have Pre-existing 

Creations, Pre-existing 

Agreements or Arrangements 

X No, I do not have Pre-existing 

Creations, Pre-existing 

Agreements or Arrangements 

 

Title Date Brief Description 

 

 

 

 

 
Signature Date 

 

 
Anishitha Ajith 

 

Name (Print) 

 

 
ACCEPTED AND AGREED TO: 

Deloitte Tax Services India Private Limited 

 

 
 

OMKAR CHANDRAMOULI KONCHUR 

Talent 

 
 

 
Its: Authorized Signatory 

Apr 4, 2022 
 

 

Date 
 

An Authorized Signatory’s signature is required only if Pre-existing Creations or Pre-existing Agreements or Arrangements are 

listed pursuant to Paragraphs 2 and 11 of this Employment Agreement.   The signature of an Authorized Signatory indicates his 

or her judgment made in light of Paragraph 2 that Pre-existing Creations, if any, are described and explained in sufficient detail 

so that the likelihood of confusion between the employee’s Pre-existing Creations and the Intellectual Property of a Deloitte Entity 

can be avoided or minimized in the future and further indicates that thePre-existing Agreements or Arrangements have been 

obtained and reviewed and that the Authorized Signatory is satisfied that such Pre-existing Agreements or Arrangements will 

not interfere with the employee’s ability to comply with the requirements of this Employment Agreement. 
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EXHIBIT C 
 

Proceedings 
 

[none, unless otherwise specified] 

 

 
 

Yes, I do have Proceedings to report 
 

X No, I do not have Proceedings to report 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
My signature below certifies that to the best of my knowledge, the information I have provided above, pursuant to Paragraph 

3, is complete and accurate. 

 

 

 

 

 

 

 
Anishitha Ajith 

 

Signature Name Date 
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EXHIBIT D 
 

Exceptions to Post-Employment Restrictions: re: Clients 
 

[none, unless otherwise specified] 

 
As specified in Paragraph 13, I agree that after a period of three (3) years from my start date or the date of my employment, 

as the case may be, the Employer will have invested sufficient time, financial support and effort in developing and serving the 

clients listed on Exhibit D to support the application of the obligations of Paragraph 12 to those clients. 
 

Yes, I do have 

Post-Employment Restrictions 

re: Clients 

 

X No, I do not have 

Post-Employment Restrictions 

re: Clients 

 

Name of Client Specified Kind of Services(s) Permitted 

 

 
 

ACCEPTED AND AGREED TO: 

 
 

 

Deloitte Tax Services India Private Limited 
 

OMKAR CHANDRAMOULI KONCHUR 

Talent 

 
 

 
Its: Authorized Signatory 

 
I have read and understood the above policy terms. 

Apr 4, 2022 
 

 

Date 

 

 
Anishitha Ajith 

 

Signature Name Date 
 

An Authorized Signatory’s signature is required only if information is provided pursuant to Paragraph 13 of this Employment 
Agreement. The signature of an Authorized Signatory indicates his or her judgment that criteria in Paragraph 13 have been fully 
satisfied, the clients listed have been properly identified, and the kinds of services permitted have been described with sufficient 
specificity. 
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Terms and Conditions of Service 

 
In continuation to our offer of employment with Deloitte Tax Services India Private Limited (the “Employer”), please note 

the terms and conditions of service. 

 
The italicized terms in these Terms and Conditions of Service are defined in Exhibit A of the Non-Disclosure, Non-Solicit and 

Intellectual Property Rights Assignment Agreement hereto. 

 
Terms of Service 

 
1. COMPLIANCE WITH INDEPENDENCE, ETHICS AND OTHER REQUIREMENTS 

 
Deloitte & Touche LLP performs attest services for certain of its clients and is subject to the independence requirements of, 

among others, the United States Securities and Exchange Commission (SEC), the United States Public Company Accounting 

Oversight Board (PCAOB), and the American Institute of Certified Public Accountants (AICPA). These requirements mandate 

that certain of the Employer's employees and their relatives be independent of some or all of such attest clients and their 

affiliates in accordance with the policies of Deloitte LLP and its subsidiaries (the "Deloitte US Entities"). 

 
Upon joining the Employer, you will be asked to review a listing of the attest clients and the affiliates of such clients of certain 

of the Deloitte US Entities and disclose relationships or financial holdings that you or your relatives may have that could affect 

the independence of the Deloitte US Entities. Any relationships or holdings that conflict with, among other things, the 

requirements of the SEC, the PCAOB or the AICPA or the independence or ethics policies of the Deloitte US Entities will need 

to be resolved immediately. Further, you will be required to comply with these policies throughout your career with the Employer, 

including, when applicable, maintaining a current list of certain of your financial interests (but not their value) in the 

independence tracking system. 

 
As a condition to your joining the Employer and continued employment, you are required to complete a representation regarding 

your understanding of, and compliance with, independence and other matters, on a periodical basis (as requested beginning on 

or prior to the date of you joining the Employer, annually thereafter, and upon certain changes in your role in the Employer), 

the details of which are provided in the independence representation. An example copy of this representation form is available 

for your reference on www.deloittenet.com. The representation should be made to the best of your knowledge and ability. It is 

your responsibility to consult on any matter should you be uncertain or have a question. You are also requested to refer to 

www.deloittenet.com and Independence for more information in this respect. The representations made by you will be subject 

to an audit and may be reviewed by Deloitte LLP representatives and shared with certain third parties. If you are selected for 

such an audit, you will need to submit certain personal financial records to Deloitte LLP’s internal audit team. Please be assured 

that Deloitte LLP fully intends to keep all information obtained through the audit process confidential and secure. You hereby 

give your consent to Deloitte LLP to use the information provided by you for such purposes as provided in the policies regarding 

independence and ethics. 

 
In the event you (i) do not cooperate or comply with the independence requirements, or (ii) do not complete the necessary 

representations, or (iii) make inaccurate representation(s); you may be subject to disciplinary action including and up to 

termination of employment with the Employer. 

 
Please feel free to contact or consult Independence should you require any further information or if you have any specific concerns 

in this respect. 

 

2. NON DISCLOSURE, NON SOLICIT AND INTELLECTUAL PROPERTY RIGHTS ASSIGNMENT AGREEMENT 

(“Employment Agreement”) 

 
You will be expected to sign the Employer’s Employment Agreement. Please contact Talent for further details. 

 
3. HARRASSMENT POLICY 

Administrative Policy Release (“APR”) 213 is the Employer’s policy prohibiting harassment. Deloitte LLP's subsidiaries 

located in India (“Deloitte India (Offices of the US)”) are committed to providing a working environment that is free from 

harassment based on caste, place of birth, race, religion, creed, color, citizenship, national origin, age, sex, gender, sexual 

orientation, marital status, disability, genetic information or any legally protected basis, in accordance with applicable Indian 

central, state or local law. Expressly forbidden are unwelcome sexual advances, requests for sexual favors, and other verbal 

or physical conduct of a sexual nature. Depending on the circumstances, such harassment may also include conduct such as 

stereotyped or demeaning remarks or gestures or the display or circulation, whether in writing or electronically, of materials 

or pictures offensive to persons because of their caste, place of birth, race, religion, creed, color, citizenship, national origin, 

age, sex, gender, sexual orientation, marital status, disability, genetic information or any legally protected basis in 

http://www.deloittenet.com/
http://www.deloittenet.com/
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accordance with applicable Indian central, state or local law. The full policy will be accessible to you on DeloitteNet after 

joining Deloitte U.S. India. 

 

4. WORKING HOURS, HOLIDAYS, LEAVES AND MATERNITY BENEFITS 

 
You will be provided with your standard working hours, which may vary over the course of your career. The Employer may, 

from time to time, subject to applicable laws, require the employee to work beyond these hours. 

 
You shall be entitled to paid holidays and leave as per the Employer’s policies. 

 
Women employees are eligible for maternity benefits as per the recent amendments (2017) in the maternity benefit act, 

1961, including having 26 weeks of maternity leave with pay, as applicable. 

 

 

5. RETIREMENT AGE 

 
The age of retirement for employees of Deloitte India (Offices of the US) is 60 years. Your employment will therefore 

automatically terminate at the end of the month in which you attain 60 years. 

 

 

6. TRANSFERS 

You may be transferred, assigned, or asked to attend training at the offices of a Deloitte Entity or its clients or third parties in 

India or abroad with or without additional compensation. In such an event, you will also be governed by the terms and conditions 

of service applicable to the transfer, assignment, or training. 

 

7. NOTICE PERIOD FOR TERMINATION OF SERVICES 

 
The notice period for termination of your services is 60 Days by either side and/or salary in lieu of notice period on part of 

the Employer only. 

The Employer expects all employees to maintain the highest standards of professional conduct at all times. 

 
In order to assure orderly operations and provide the best possible work environment, the Employer expects you to follow rules 

of conduct that will protect the interests and safety of all personnel, including but not limited to the Code of Ethics and 

Professional Conduct. 

 
In the event of any breach of the Code of Ethics and Professional Conduct, non-performance of a contractual obligation or the 

terms and conditions laid down in this Annexure, or if you engage in any misconduct whether or not in connection with or 

affecting the business or affairs of the Employer or the work conduct, as specified by Employer, you will be subject to disciplinary 

action up to and including termination of your services/ employment with the Employer without any notice or payment in lieu 

of notice notwithstanding any other terms and conditions stipulated herein. 

 

8. MISCONDUCT 

 
Misconduct may include but is not limited to: 

 
• Irregular attendance: repeated or excessive absence, tardiness or early departures/ late comings without approval. 

• Unreported or unapproved absence (including overstay of leave) for more than five consecutive days or deviation from 

assigned and accepted schedule for more than five days. 

• Falsification or manipulation in background verification process or employment records, employment information, or other 

records prior to or after joining the Employer. 

• Falsification or manipulation of Deloitte Time & Expense (DTE). 

• Knowingly providing false statements, either verbally or in written form. 

• Neglect of normal duties and functions. 

• Practices such as reading personal materials during working time, having obscene or inappropriate posters or screen savers 

at your work station, playing games at your work station, etc. 

• Continued discharge of work functions that do not meet the standards reasonably expected. 

• Breach of the confidentiality provision in the Non-Disclosure, Non-Solicit and Intellectual Property Rights Assignment 

Agreement including disclosing to any unauthorized person any Confidential Information or PII. 
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• Willful insubordination or disobedience, whether or not in combination with another, of any lawful and reasonable 

instructions of any member of management or any authorised person. 

• Engaging in unapproved outside employment and activities as defined in APR 218 (US & IND) 

(https://deloittenet.deloitte.com/About/Policies/Admin/Pages/218_OutsideEmploymentActivities_US.aspx). 

• Installing, downloading, copying or duplicating any unauthorized or unlicensed software, programs, games, or attachments 

on any computer system of the Employer or of any Deloitte Entity or its clients. 

• Engaging in any illegal activities. 

• Workplace violence, including threats of physical violence. 

• Corporate credit card delinquencies. 

• Causing damage to the property of the Employer, any Deloitte Entity, its clients, or their respective personnel 

• Going on or abetting a strike in contravention of any law. 

• Theft of any property belonging to another, the Employer or any Deloitte Entity, or their respective personnel, clients, or 

visitors 

• Possession of firearms, explosives, knives or any instruments that can be used as an injurious or deadly weapon in the 

workplace or at any Deloitte Entity sponsored event. 

• Corruption, fraud, or misappropriation of funds. 

• Failure to comply with the policies, guidelines, rules and regulations of the Employer or a Deloitte Entity as applicable. 

• Excessive personal use of the Employer’s telephone, fax or computer systems. 

• Failure to adhere to applicable laws. 

• Any act prejudicial to or in conflict with the interests of the Employer or a Deloitte Entity. 

 
The above terms and conditions are based on, and should be read in conjunction with, the Employer’s policies, guidelines, 

procedures and other rules currently applicable, including but not limited to Administrative Policy Releases (APRs) and 

Deloitte India (Offices of the US)’s other policies, guidelines, rules, and regulations. The above rules are subject to amendments 

from time to time and the amended rules, policies, procedures, and guidelines would be posted on the Employer’s Intranet site 

i.e. 

https://deloittenet.deloitte.com/Pages/Home.aspx for employee reference. The policies will be updated from time to time in the 

future and we deem to have your consent to any and all such changes. Furthermore, upon acceptance of employment with the 

Employer, you may be requested to read and acknowledge acceptance of various policies and guidelines of the Employer. It is 

expected that you will read and acknowledge all such communications. 

 

 
 

Effective as of May 30, 2022, I accept all the terms and conditions of the Employer as stipulated in these Terms and Conditions 

of Service. 
 

 
 

 

Signature Name 

Anishitha Ajith 

https://deloittenet.deloitte.com/About/Policies/Admin/Pages/218_OutsideEmploymentActivities_US.aspx
https://deloittenet.deloitte.com/Pages/Home.aspx
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Apr 4, 2022 

 

Ms. Anishitha Ajith 
 

18#A Shivathakthi Nilayam Hanumanth Nagar Dodda 

Gubbi Post Beleshivale, Bangalore, 

Karnataka, 560077 

India 

 
 

Training Bond 

 
Dear Anishitha: 

 
On behalf of Deloitte Tax Services India Private Limited, please accept our congratulations on your recent offer of 

employment to join the Company as Tax Consultant I pursuant to the terms and conditions of your offer letter dated May 

30, 2022. You made a very favorable impression with everyone you met and we are excited about the possibility of you joining 

the Company. 

 
As you may be aware, as a condition of employment with the Company, you may be required to travel Overseas to attend a 

series of training sessions for a period of up to 90 days. This training will be a combination of classroom procedural training as 

well as on-site training to observe employees conducting similar work at various client locations. This training represents the 

confidence we have in your ability to be a valuable member of the practice of the Company. 

 
As per Company policy, we kindly bring to your attention that all employees attending training overseas are required to sign a 

Training Agreement which will obligate the employee to repay a calculated amount of the costs associated with the training, 

only if the employee resigns his/her position or are terminated for cause within a specified period after completion of the training 

(usually between 6 to 18 months). This repayment obligation disappears after the specified period of time has lapsed. 

We all look forward to seeing you again soon and having you join our team of outstanding professionals. 

 
Sincerely, 

For Deloitte Tax Services India Private Limited 

 
 

 
By:    

Signature 

 
Authorized Signatory 
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Apr 4, 2022 

Ms. Bindiya R  

 
Deloitte Tax Services India Private Limited 

Deloitte Tower Survey No. 41 Gachibowli Village, Ranga 

Reddy District,CIRCLE 3, Hyderabad - 500032, 

Telangana, India 

 
Tel: +91 040 67621000 

www.deloitte.com 

Laggere Bangalore, Karnataka, 560058  

India 

 
Subject: Offer of Employment 

Dear Bindiya: 

On behalf of Deloitte Tax Services India Private Limited (the ''Employer'' or ''Company''), I am pleased to confirm our 

offer of employment to you as Tax Consultant I based in Hyderabad. 

 
We extend this offer, and the opportunity it represents, with great confidence in your abilities. You have made a very favorable 

impression with everyone you met and we are excited with the prospect of you joining our organization on May 30, 2022. 

 
Your immediate manager will communicate details of your role and work responsibilities in the initial weeks of your joining 

the Employer. During your employment, the Company may require you to work on any project that you are assigned to, on any 

technical platforms/skills and nature of the project, in differentiated work timing, at designated work space and location as 

may be decided by the company. 

 
As part of your annual compensation, you will receive a Total Salary of Rs./₹ 600,000/- and, will be eligible for a performance 

linked variable bonus. At your level, the variable bonus opportunity could range from 0-10% of your Total Salary. The actual 

paid amount could vary depending upon the business and individual performance each fiscal year and, in some situations, could 

exceed the payout range indicated. Any amounts paid will be subject to statutory and other deductions as per Employer policies 

and practices. The details of your compensation breakdown are provided in the attached Annexure A. 

 
As an incentive to join the Company, you are eligible to receive a joining bonus of Rs./₹ 100,000/- subject to your 

reporting for full-time employment on May 30, 2022. This amount will attract applicable taxes and will be processed as part 

of your first month’s payroll. You will have an obligation to repay the entire amount of your joining bonus if you resign your 

position or are terminated for cause by the Company within 12 months of your start date. 

 
You may also receive additional benefits, including and not limited to, in cash and/or in kind and/or as reimbursement, which 

could be referred as rewards, awards and gifts, which are generally accorded to the employees of the Employer, subject to 

the applicable taxes, policies and practices of the Employer. 

 
Your employment with us will be governed by the Terms and Conditions as detailed in Annexure B, as well as any and all rules, 

regulations, guidelines, policies and practices of the Employer, which may be amended from time to time. Deloitte LLP and its 

U.S.-based subsidiaries (the “Deloitte U.S. Firms”) requires their employees to make the necessary representations regarding 

independence and other matters. Because the Employer is an Indian subsidiary of Deloitte LLP, we must also comply with 

these independence requirements. Accordingly, this offer is conditional upon you agreeing to make such representations under 

the Employer’s Independence Representations requirements, as further explained in Annexure B. 

 
Your compensation details are confidential, and you may discuss it only with the undersigned in case of any clarification. It is 

our hope that your acceptance of our offer will be just the beginning of a mutually beneficial relationship with our 

organization. We would like you to join the Employer on May 30, 2022, or an alternative mutually agreed upon date. 

http://www.deloitte.com/
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This offer letter, together with the Annexures described herein, and the Non-Disclosure, Non Solicit and Intellectual Property 

Rights Assignment Agreement, the Information Security Policy (which you are required to sign upon joining), constitute the 

entire agreement between the parties with respect to the subject matter of this offer, and supersedes all other previous or 

contemporaneous oral or written representations, understandings or agreements relating to the subject matter of this offer 

between you and the Employer or its affiliates. 

 
In compliance with applicable laws, Deloitte India (Offices of the US) provides its professionals with home pick-up and drop 

transport services if their shift timings are between 8:30 pm - 6:00 am in Hyderabad; 9:30 pm - 6:00 am in Mumbai; and 8:00 

pm - 6:00 am in Delhi and Bengaluru. Additionally, in Mumbai and Delhi, the firm also provides day-transportation services 

from central locations to the office and back, at time periods other than those stated above and the associated costs for this 

conveyance allowance is INR 2,000, deducted on a monthly basis from the payroll, for professionals choosing to opt for the 

service. 

 
This letter and Deloitte Tax Services India Private Limited employment application are intended to be final. To accept the 

offer and the terms of this letter, please sign below in the space provided within three business days. 

 
Bindiya, everyone you have interviewed with joins me in extending to you congratulations and warm regards. We look forward 

to you joining our team. 

 
Sincerely, 

 
For Deloitte Tax Services India Private Limited 

Best regards, 

 

 

 

 
 

By:    

Signature 

 

 
Authorized Signatory 

 

 
Acceptance 

 
I, Bindiya, hereby accept the terms and conditions of this employment 

offer. Please sign and date your Acceptance 

 

 
Signature Date 
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Annexure A 
 

Ms. Bindiya R  Tax Consultant I - 

 
 

Description Monthly 

(Rs. per month) 

Annual 

(Rs. per Annum) 

Basic Pay 17,500 210,000 

House Rent Allowance (HRA) 8,750 105,000 

Special Allowance1a & 1b 11,867 142,404 

Leave Travel Allowance2 1,750 21,000 

Differential Allowance 5,833 69,996 

Meal Card3 2,200 26,400 

Employer’s contribution to PF 2,100 25,200 

Total Salary (in Rs.) 50,000 600,000 

Variable Bonus* You will be eligible for a performance linked variable bonus. If applicable, it 

will be paid out on the 31st of August on the basis of your performance and 

performance of the business 

Medical Insurance Premium4 3,014 36,167 

 

*The Variable Bonus will vary, primarily based on your performance and the performance of the business, during the Employer’s 

fiscal year which is June through May. Your performance will be formally assessed as a part of the Employer Performance Review 

Cycle Process. At your level, the variable bonus opportunity could range from 0-10% of your Total Salary. The actual paid 

amount will vary depending upon the business and individual performance and in some circumstances, could exceed the 

payout range indicated. The performance of all the employees who have joined the Employer prior to March 1st will be assessed 

for the fiscal year ending in May. The disbursement of a Variable Bonus, if applicable, is subject to you being active on the rolls 

of the Employer on August 31st following the close of the fiscal year. For employees joining during the period March 1st to May 

30th, a prorated Variable Bonus, if applicable, will be based on the first year-end review ratings in the subsequent year and 

paid on August 31st of that subsequent year. The Variable Bonus will not be paid in the event of termination of employment for 

any reason on or before the disbursement time. The application and interpretation of, and any determinations related to, the 

Variable Bonus is at the sole discretion of Employer. Employer may amend or terminate the Variable Bonus at any time. 

All compensation and benefits are based on employee’s position with the Employer in India. 

 
Contd/-.... 
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Annexure A 
 

1All employees may claim tax exemption, subject to tax rules from time to time, from their Special Allowance component, 

expenses incurred towards communication and Fuel & Maintenance Expenses as per eligibility mentioned below: 
 

Employee Level - 

Tax Consultant I 

1aCommunication Expenses 1bFuel Expenses 

Only one Post paid mobile, one Land 

Phone and One internet connection 

bill(s) can be claimed. 

Petrol / Driver / Insurance / Repairs & 

Maintenance 

Rs./₹3,000/- per month Rs./₹7,500/- per month 

 
1a The internet/telephone/mobile bills should be in the Employee’s name. 

1b For claiming vehicle running expenses (Fuel / Repairs & Maintenance expenses) the vehicle has to be in the name of the 

Employee and the current tax rules are as under. The above limits will be applicable for all those who are on company car 

lease program and the below limits will apply for all those who are on self-owned car. In case of company leased car, 

taxability would be as per the current perquisite valuation rules. 
 

Nature of Expenses Own Vehicle –Maximum Tax exemption limit per month 

4 Wheelers (Engine Capacity)  

<= 1600 cc > 1600 cc Two Wheelers 

Fuel & Maintenance Rs. 1,800 Rs. 2,400 Rs. 900 

Driver's Salary Rs. 900 Rs. 900 Not applicable 

 
 

All employees at and above Senior Staff are eligible for the company car lease program. If you choose to avail of this benefit, 

the amount towards lease rental will be paid by the firm on your behalf to the leasing company and your compensation structure 

will be adjusted accordingly. A revised letter with the new compensation structure will be issued that will supersede this letter 

for all practical purposes. 

2 The Leave Travel Allowance (LTA) will be paid on a monthly basis as an allowance with tax deducted at source. If you choose 

to avail the tax benefit on LTA, you should submit proof of expenses incurred by you for Self and / your immediate dependents. 

The taxability or otherwise of LTA will be as per the Income Tax Act 1961, details of which will form part of the LTA Form. 

3 Meal Card amount will be credited at the start of each month and for the first month (For New Hires) prorated amount will be 

processed as part of payroll. If not collected, it will be processed as a taxable amount with the salary. 
 

4 Annual Floating Medical Insurance Coverage for self and 6 dependents is being paid by the Employer on your behalf. The 

premium amount is subject to change every year post renewal of insurance policy. In case you opt for an enhancement of the 

coverage limit, the additional premium will be adjusted accordingly from the special allowance. 

You may also receive additional benefits, including and not limited to, in cash and/or in kind and/or as reimbursement, which 

could be referred as rewards, awards and gifts, which are generally accorded to the employees of the Employer, subject to 

the applicable taxes, policies and practices of the Employer. 

By joining the Company, you will become a member under the 'Deloitte USI Employees Welfare Trust' and may be required to 

make a nominal contribution as a member. 

Original bills towards the above components should be submitted during the Income Tax fiscal period evidencing the expenditure 

to get Income Tax exemption, failing which the same will attract applicable Income Tax. 

Submission of false, tampered or altered bills as proof of expense for any of the above components will result in disciplinary 

action including termination of employment. 

Your compensation above is subject to income tax deduction per rules and guidelines prescribed under the 

prevailing tax laws. This may change from time to time in line with the amendments done in tax laws. 
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Bindiya R  Hyderabad 

 

Annexure B 
 

Non-Disclosure, Non-Solicit and Intellectual Property Rights Assignment Agreement (“Employment Agreement”) 

In consideration of my employment by Deloitte Tax Services India Private Limited, an Employer incorporated under the 

provisions of the Companies Act, 1956 and having its registered office Deloitte Tower Survey No. 41 Gachibowli Village, 

Ranga Reddy District,CIRCLE 3, Hyderabad - 500032, Telangana, India (the “Employer”) as Tax Consultant I - and 

other valuable consideration, I acknowledge and agree that: 

PRELIMINARY MATTERS 

1. Defined Terms. The italicized terms in this agreement (the “Employment Agreement”) are defined in Exhibit A hereto. 
 

2 . Pre-existing Agreements or Arrangements. I warrant and agree that I have listed on Exhibit B all Pre-existing 

Agreements or Arrangements. The Employer expects me to abide by all restrictions or obligations that are contained in such 

Pre-existing Agreements or Arrangements and to avoid involvement, while employed by the Employer, in any matter that could 

pose a conflict as a result of confidential information or intellectual property obtained by me prior to my Employment. I further 

represent that none of these restrictions or obligations, including those set forth in any non-compete agreements with prior 

employers, is inconsistent with my acceptance of the Employer’s offer of Employment or my becoming, and serving as, Tax 

Consultant I of the Employer. To the extent applicable and if I am joining the Employer after having served as an employee 

or official of the United States Government, I further represent that: (1) I have disclosed my prior participation, if any, in any 

discussions or negotiations with, or decisions to award contracts to, the Deloitte U.S. Firms while I was employed by the United 

States Government; and (2) I had either recused myself or had not played an active role in the applicable United States 

Government agency’s decision to award any contracts to the Deloitte U.S. Firms while I was employed by the United States 

Government. 

PROTECTION OF OUR BUSINESS 
 

3. Reporting of Proceedings. Except as provided by law and except as I have disclosed in writing on Exhibit C to this 

Agreement, I represent and warrant that I have no Proceedings to report. Should I become a subject of any Proceedings 

during my association with the Employer, I agree to immediately report, in writing, all relevant facts to the Chief Talent Officer 

of Deloitte LLP, the Regional Talent Director of the Employer, and the Chief Ethics and Compliance Officer of Deloitte LLP. I 

understand that my responses are subject to audit and review by the Employer and others in accordance with applicable 

professional, ethical, legal, or Employer requirements, rules, regulations, policies, or practices, or other requests. 

4. Confidentiality. I acknowledge that, by virtue of my Employment, I will acquire and be exposed to, have access to, make 

use of and/or create Confidential Information. Therefore, I agree to hold in trust and confidence all such Confidential 

Information. I will neither disclose any such Confidential Information to anyone outside a Deloitte Entity without the prior written 

approval of an Authorized Signatory, except as required by my authorized duties for the Employer, nor use any such Confidential 

Information for any purpose other than for the benefit of a Deloitte Entity. 

5. Third Party Information and Property. I agree that during my Employment, I shall not use or disclose any confidential 

information or intellectual property of any former employer or other person or entity without the prior written authorization of 

such employer, person or entity and the prior written consent of an Authorized Signatory. If I were to use or disclose any 

such Confidential Information or Intellectual Property without prior consent, and any of the Deloitte Entities become the subject 

of any claim from a third party regarding such unauthorized use or disclosure, I agree to hold harmless and indemnify the 

Deloitte Entities for any legal defense costs and/or damages related to any such claim. 

6. Authorization. Only employees of the Employer holding a senior or managerial position with the Employer will be authorized 

by a specific authorization, delegation, or power of attorney to sign legal documents, representing the Employer. Similarly, only 

such authorized employees of the Employer may speak about the Employer, the business and plans, various client-related 

projects etc. 

7. Competing Activities and Conflict of Interest. During the period of my Employment I will not, directly or indirectly, 

participate in or in any way render services or assistance to any business that is or may be competitive with a Deloitte Entity, 

whether or not for compensation, or engage in any conduct which might result in, or create the appearance of using my position 

for private gain or other than for the benefit of a Deloitte Entity, or otherwise create a conflict, or the appearance of a conflict, 

of interest with a Deloitte Entity. Such conduct shall include, but not be limited to, having an undisclosed financial 
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interest in any vendor or supplier of a Deloitte Entity, accepting payments of any kind or gifts other than of a nominal value 

from vendors, clients or suppliers, or having an undisclosed relationship with a family member or other individual who is 

employed or associated with any entity in active or potential competition with a Deloitte Entity, and which creates a conflict of 

interest. I represent and warrant that I am not currently aware of any present or past violation of this provision. 

 
8. Authorization to Access Systems and Electronic Communications and use of Deloitte Property. I understand that 

while employed with a Deloitte Entity, I will use and have access to the Systems.   I also acknowledge that aDeloitte Entity has 

the right at any time to access, retrieve, delete, monitor, examine, use and/or disclose my Electronic Communications and 

information from (or about) me and the content, without notice to me, and that such Electronic Communications are considered 

part of a Deloitte Entity’s business and client records and are not to be considered private or personal to me or any other 

Personnel. I further acknowledge that this right extends to Electronic Communications transmitted for either a business or 

personal purpose. 

 
I agree that I am authorized to access the Systems only for approved business purposes and occasional personal use if such use 

does not interfere with my work responsibilities and other required business activities, business operations, or Systems 

performance. However, I also acknowledge that such occasional personal use does not create an expectation of privacy as to 

any of my personal Electronic Communications and, as such, are Deloitte Property. 

 
I further acknowledge that I am not authorized to use the Systems for personal gain or any illegal or unethical use. I agree that 

under no circumstances am I authorized to access any of the Systems for the purpose of obtaining Deloitte Property for a 

competitor of a Deloitte Entity, transmitting Deloitte Property to me (e.g., emailing Confidential Information to my personal 

email address) or to a third party for purposes other than furthering the business objectives of a Deloitte Entity. I am not 

authorized to download a Deloitte Entity’s Confidential Information or other Deloitte Property to removable media such as a CD 

Rom, disk or thumb drive other than as authorized for furthering the business objectives of a Deloitte Entity. 

 
I will be responsible for the safe keeping and return in good condition and order of all the Deloitte Property that may be in my 

use, custody, care or charge. For the loss of any Deloitte Property in my possession or custody or for which I have been assigned 

responsibility, the Employer will have a right to assess on its own basis and recover from me, the damages in respect of 

such materials (out of the amounts due to me or otherwise) and to take such other legal action as it deems appropriate including 

termination of my employment without notice or payment in lieu thereof in the event of my failure to account for such material 

or property to its satisfaction. 

 
9. Security. I am provided with a worktable and lockable storage space. I will ensure they are locked when unattended and 

understand that a duplicate key will only be provided if I sign for it. I am required to display my identity card to the appropriate 

security personnel on demand and at all times within the office premises. 

 
10. Ownership of Works. 

a. I agree that the Employer owns all rights, title and interest in and to all Works. 
 

b. I agree that all Works are deemed works made for hire under India copyright or applicable laws or equivalent laws of any 

applicable foreign jurisdiction, and all Intellectual Property Rights therein vest automatically in the Employer upon creation of 

the Works. I agree that, to the extent any Work is held not to be a work made for hire, I hereby irrevocably assign all Intellectual 

Property Rights in the Work to the Employer. Notwithstanding anything contained in Section 19(4) of the Indian Copyright Act, 

1957, I agree that such assignment shall continue to be in force for perpetuity irrespective of whether or not the Employer 

exercises its rights as the assignee for any period of time. 
 

c. I will at all times, even after termination of my Employment, do whatever the Employer reasonably requests of me, at the 

Employer’s expense, to document the assignment of any Works to the Employer or to assist the Employer in pursuing, renewing, 

extending or assigning any Intellectual Property Rights, and otherwise perfecting, protecting and enforcing said Intellectual 

Property Rights in, any Works. I agree that, as between me and the Employer, the Employer shall be the sole author, inventor, 

and owner of all such Works and Intellectual Property Rights therein throughout the world, and that the Employer shall have 

the sole right to seek copyright registrations, patents or trademark registrations, including all extensions and renewals thereof. 

I also hereby agree that I waive all moral rights in any Works. 
 

I also agree to assign all my right, title and interest in and to any particular Works to a third party as directed by the Employer. 
 

In the event the Employer is unable for any reason, after reasonable effort, to secure my signature on any document needed 

in connection with the actions specified in the preceding paragraphs, I hereby irrevocably designate and appoint the Employer 

and its duly authorized officers and agents as my agent and attorney in fact, which appointment is coupled with an interest, 

to act for and in my behalf to execute, verify and file any such documents and to do all other lawfully permitted acts to 

further the purposes of the preceding paragraphs with the same legal force and effect as if executed by me. I hereby waive any 

and all claims, of any nature whatsoever, which I now or may hereafter have for infringement of any Works assigned hereunder 

to the Employer. 



DocuSign Envelope ID: 3172E049-F532-4D06-9291-9568B25F1F94 

Regd. Off.: Floor 10, Deloitte Tower 1, Survey No. 41, Gachibowli Village, Ranga Reddy District, Hyderabad - 500032, Telangana, India. 

GST Reg No: 36AABCD9771F1ZH CIN: U74140TG2004PTC043433 

This is a system generated offer 

Page 7 of 19 

 

 

d. During a 12 month period after termination of my Employment, I agree that any Intellectual Property I create or conceive 

that results from and is related to any work assigned to or performed by me for the Employer, or that was created 

using Deloitte Property, is a Work that is subject to Paragraph 10 (b) above. For purposes of clarification, the foregoing provision 

is in addition to, and not in limitation of, any rights and remedies the Employer may have under the applicable laws protecting 

Intellectual Property of the Deloitte Entities. 

 
e. I agree to keep and maintain adequate and current records (in the form of notes, sketches, drawings and in any other form 

that may be required by the Employer) of all Works developed by me during the period of my employment with the Employer, 

which records shall be available to and remain the sole property of the Employer at all times. 

11. Pre-existing Creations; Personal Creations. My obligations in Paragraph 10 do not apply to Pre-existing Creations 

a n d Personal Creations. I warrant and agree that I have listed on Exhibit B all Pre-existing Creations. I acknowledge and 

agree that I will not assert any ownership rights against the Deloitte Entities, or their respective clients, with respect to any 

Pre-existing Creations unless they appear on Exhibit B, and Exhibit B has been accepted and agreed to by an Authorized 

Signatory who has signed at the bottom of such Exhibit B. I further agree that I shall not use any Pre- existing Creations or 

Personal Creations in connection with my Employment without the prior written consent of an Authorized Signatory. To the 

extent that I use any Pre-existing Creations or Personal Creations in connection with my Employment, I agree that, except as 

otherwise provided in a written agreement executed by me and the Employer, I hereby grant to the Employer an irrevocable, 

royalty free, perpetual, fully paid up, transferable, sub-licensable license to use, reproduce, distribute, display, perform, modify 

and create derivative works of and otherwise exploit such Pre-existing Creations or Personal Creations for any purpose including, 

but not limited to, client engagements. 

12. Post- Employment Restrictions re: Clients. I acknowledge that, because of the nature of my work for a Deloitte Entity, 

my solicitation or serving of certain clients related to my work for a Deloitte Entity would necessarily involve the unauthorized 

use or disclosure of Confidential Information, and the proprietary relationships and goodwill of the Deloitte Entities, and, in the 

case of my serving of certain clients, could compromise the full compliance of the Employer or another Deloitte Entity with the 

applicable laws, rules and regulations of a U.S. or India regulatory body or other independence- related requirement of a 

regulatory body. Accordingly, during the period of my Employment and for a period of one year thereafter, I will not, directly 

or indirectly, solicit or provide services to any existing client of a Deloitte Entity with which I had personal contact and provided 

services during the two-year period prior to termination of my Employment. 

13. Exceptions to Post- Employment Restrictions re: Clients. I understand that the obligations of Paragraph 12 will not 

apply for a period of three (3) years after my start date or the date of my promotion or transfer to clients of a Deloitte Entity 

and/or certain specified kinds of services rendered to such clients that meet all of the following criteria: (a) are personal 

clients of mine who came to a Deloitte Entity solely to avail themselves of certain specified kinds of services rendered by me 

and only as a result of my own independent recruitment efforts, which a Deloitte Entity neither subsidized nor otherwise 

financially supported as part of a program of client development, (b) are listed on Exhibit D expressly by name with respect to 

client and with sufficient specificity with respect to the kinds of service(s) that I will be permitted to render, and (c) are accepted 

and agreed to as to their listing on Exhibit D by an Authorized Signatory who has signed at the bottom of such Exhibit. I agree 

that after a period of three (3) years from my start date or the date of my promotion or transfer the Employer will have 

invested sufficient time, financial support and effort in developing and serving the clients listed on Exhibit D to support the 

application of the obligations of Paragraph 12 to those clients. 

14. Future Employment with Clients. Except as otherwise provided herein, I understand that I am not prohibited from 

accepting employment with a client (or an affiliate of such client) of a Deloitte Entity. Before entering into substantive discussions 

with an Attest Client regarding any employment opportunity, I acknowledge and agree that during my Employment and for five 

years thereafter I must first notify Independence and obtain prior written approval from Independence. I acknowledge and 

understand that it is the intent of the Employer to interpret and apply this provision (a) in an effort to ensure the full compliance 

of the Deloitte Entities with applicable U.S. and India laws, rules, and regulations; (b) to serve the public interest; and (c) to 

protect the legitimate interests of the Deloitte Entities or their respective Attest Clients under applicable U.S. or India laws, rules 

and regulations in a manner that is no greater than is reasonably necessary to protect such interests and without being unduly 

harsh and oppressive to me and my interests in future employment with an Attest Client. Further, I acknowledge and agree 

that because of, among other things, the importance of the Deloitte Entities remaining in compliance with applicable 

independence rules, such approval may be withheld by Independence in the event that my employment with an Attest Client 

would, in the view of Deloitte LLP, be inconsistent with applicable laws, rules and regulations or jeopardize the independence of 

a Deloitte Entity with respect to such Attest Client. 

15. Restrictions re: Personnel and Contractors. I acknowledge that, because of the nature of my work for a Deloitte Entity, 

my solicitation or hiring or of any of its Personnel or contractors of the Deloitte Entities, or my participation in their hiring, 

admission or retention, would necessarily involve the unauthorized use or disclosure of Confidential Information or the 

proprietary relationships and goodwill of the Deloitte Entities. Accordingly, during my Employment and for one year thereafter, 

I will not, directly or indirectly, (a) solicit or attempt to solicit, or participate in the solicitation of or any attempt to solicit any 

Personnel to leave a Deloitte Entity, or to join any firm or business with which I may be or become affiliated;(b) participate in 

the hiring or admission of any Personnel; or (c) cause a contractor of a Deloitte Entity to cease providing 
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services to, with, or on behalf of the Deloitte Entity. 
 

16. Post- Employment Restrictions re: Deloitte Property. Upon termination of my Employment: (a) I will not use or 

disclose Deloitte Property, including, but not limited to, Confidential Information and Works, for any purpose; (b) I will not 

retain or take with me any Deloitte Property; (c) I will immediately deliver to a Deloitte Entity at any location that it designates, 

at my expense, within one business day after the termination of my Employment or on an alternate date designated by a 

Deloitte Entity, any Deloitte Property that I may then or thereafter hold or control; and (d)I agree to allow a Deloitte Entity to 

inspect any of my personal or home computers, including smart phones, tablet computers, or any device, media or location 

capable of storing electronic data, to determine whether any Deloitte Property resides on such computers and to permit a 

Deloitte Entity to remove such Deloitte Property. 

 

 
OTHER POST- EMPLOYMENT OBLIGATIONS 

 

17. Transition of Work and Cooperation. Upon termination of my Employment for any reason, I will cooperate with a Deloitte 

Entity in all matters relating to the completion of pending work and its orderly transfer. I will also cooperate fully with a Deloitte 

Entity in connection with any threat of or actual legal proceeding against a Deloitte Entity or any client, customer or licenser of 

a Deloitte Entity arising out of any matter with or of which I had contact or knowledge during my Employment. 

18. Notification of Post- Employment Obligations. I agree that prior to accepting employment or affiliation with another 

firm or business I will advise such firm or business of my duties and obligations under this Employment Agreement. After my 

Employment ends, I agree that a Deloitte Entity shall be permitted to advise any firm or business with which I have accepted 

an offer of employment or affiliation concerning my duties and obligations under this Employment Agreement. 

19. Certification. I agree that during or after my Employment I will, if requested, provide written certification in such form as 

the Employer may require that I have complied with my obligations hereunder, including, without limitation, those obligations 

set forth in Paragraphs 4, 5, 7, 8, 9, 10, 11, 12, 14, 15 and 16 of this Agreement. 

 

 
OUR ENFORCEMENT RIGHTS AND REMEDIES IN THE EVENT OF A BREACH 

 

20. . Equitable Relief and Attorney’s Fees. I acknowledge and agree that a breach of this Employment Agreement, 

including, but not limited to, a breach of my duties and obligations under the terms and conditions of Paragraphs 4, 5, 7, 8, 9, 

10, 12, 14, 15 or 16 would cause irreparable harm to the Deloitte Entities and that, in addition to other remedies, the Employer 

on behalf of itself or another Deloitte Entity is entitled to a temporary restraining order, an injunction or other equitable relief 

to prevent any such breach. I also acknowledge that, to the extent permitted by law, a Deloitte Entity will be entitled to the 

payment of the Deloitte Entities’ reasonable costs and attorney’s fees incurred in enforcing this Employment Agreement. I also 

acknowledge that, to the extent permitted by law, the Employer may request that a court extend the one year period following 

the termination of my Employment, as provided in Paragraphs 12 and 15, to correspond with the period that I participated in 

activities prohibited by Paragraphs 12 and 15. 

21. Liquidated Damages: Client Fees. I agree that in the event of a breach under Paragraph 12, the Employer shall be 

entitled to receive, as liquidated damages, payment from me of an amount equal to the annual compensation, inclusive of 

overtima, bonuses, and sales incentives, received by any person who leaves the Employer in connection with my breach over 

his or her last twelve months at the Employer. Such amount shall be paid within thirty days from the mailing of a written notice 

to me advising of the amount due. 

22. . Liquidated Damages: Compensation. I agree that the precise amount of damages flowing from a breach under 

Paragraph 15 would be impracticable or extremely difficult to ascertain in an actual amount. Therefore, I agree that in the 

event of a breach under Paragraph 15, the Employer shall be entitled to receive, as liquidated damages, payment from me of 

an amount equal to the annual compensation, inclusive of overtime, bonuses, and sales incentives, received by or owed to 

any person who leaves the Employer in connection with my breach over his or her last twelve months at the Employer. Such 

amount shall be paid within thirty days from the mailing of a written notice to me advising of the amount due. 

23. Right of Inspection. I agree to permit the Employer (or to use my best efforts to enable the Employer) to inspect my 

books and records (and the books and records of any entity which employs or is associated or affiliated with me), upon request 

and at reasonable times, to enable the Employer to confirm the calculations described above and to verify compliance with 

Paragraphs 12 and 15. The Employer shall keep confidential any proprietary information obtained, except as may be necessary 

or desirable to enable the Employer to enforce its rights under this Employment Agreement and except as may be required by 

any statute, court or administrative order to decree or government ruling or regulation. 

 

 
MISCELLANEOUS 
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24. Governing Law; Choice of Forum. This Employment Agreement is deemed to have been executed in the Employer's 

office in Hyderabad, Telangana, India and will be construed and governed in accordance with the laws of the Republic of 

India without regard to its conflicts-of-law principles. You agree to submit to jurisdiction before any court of record in which the 

Employer’s office to which you were assigned is located, or in which a breach of this Employment Agreement may occur, at the 

election of the Employer, and you waive any right to raise questions of personal jurisdiction or venue in any action the Employer 

may bring against you in any such court. You further agree to accept service of process/summons/legal notice from the Employer 

when that process/summons/legal notice is either sent to your last known address by certified mail or served by any other 

means permitted under the law of the jurisdiction in which the Employer may bring an action against you. 

 
25. Modifications. My obligations hereunder may not be changed or modified, released, discharged, abandoned or terminated, 

in whole or in part, except by an instrument in writing signed by an Authorized Signatory. 

26. Severability. Every provision of this Employment Agreement is intended to be severable. If any term or provision is illegal 

or invalid for any reason whatsoever, such term or provision will be enforced to the maximum extent permitted by law and, in 

any event, such illegality or invalidity shall not affect the validity of the remainder of the Employment Agreement. 

27. Blue-Penciling. If any court determines that any provision of this Employment Agreement, or any part hereof, or the 

application of any such provision, or any part hereof, to any person or circumstance is unenforceable or void, such court shall 

have the power to modify such provision, or any part hereof, to the extent necessary to render it legal and enforceable while 

preserving its intent, or if such modification is not possible, by substituting therefore another provision that is legal and 

enforceable and that achieves the same objective. 

28. Waiver. None of my obligations under this Employment Agreement shall be deemed to have been waived by the Employer 

except if the giving of such waiver is contained in a written notice given to me and no such waiver shall be deemed to be a 

waiver of any other or further obligation I have under this Employment Agreement. 

29. Entire Agreement. This Employment Agreement, the Employer’s employment application, the Terms and Conditions of 

Service issued pursuant to the offer of employment and any documentation employing me or transferring me to the Employer, 

contain the entire understanding between me and the Employer or any other Deloitte Entity with respect to the subject matter 

hereof and supersedes all prior representations, warranties, and agreements with respect to such subject matter, and no 

representations, warranties or other covenants exist with respect to such subject matter that are not contained or 

expressly referred to herein. Notwithstanding the foregoing, any written agreement between a Deloitte Entity and me with 

respect to the subject matter hereof that was signed by me prior to the effective date of this Employment Agreement shall 

remain valid and enforceable according to the terms of such agreement with respect to all acts and omissions occurring 

prior to the effective date of this Employment Agreement. In the event of a conflict between this Employment Agreement and 

the employment application or any other document purporting to set forth terms and conditions of my Employment, this 

Employment Agreement will control. 

30. Transfer and Assignment.   Unless as the Employer shall otherwise determine, the rights, obligations and benefits of the 

Employer under this Employment Agreement, including but not limited to those rights and benefits relating to my post- 

Employment obligations set forth in this Paragraph 30 and in Paragraphs 4, 5, 7, 8, 9, 10, 11, 12, 14, 15, 16, 17, 18, 19 and 

23 above, are transferred and assigned, in whole or in part (as the Employer shall determine) and without the need for my 

consent or the formality of documentation or prescribed processes, to (a) any Deloitte Entity in connection with my transfer 

to that Deloitte Entity or (b) any entity that acquires all or a part of the assets or business of the Employer. All provisions of 

this Employment Agreement shall inure to the benefit of and be binding upon the respective heirs, executors, administrators, 

representatives, successors, and assigns of the Employer and me, and any Deloitte Entity to which I may be transferred 

during my Employment, provided, however, none of my duties or obligations under this Employment Agreement may be 

assigned or transferred by me to any other person or entity without the Employer’s prior written approval of such assignment 

or transfer. Any purported assignments in violation of this Paragraph 30 shall be null and void. 

31. Headings. The headings contained in this Employment Agreement are for reference purposes only and shall not affect in 

any way the meaning or interpretation of this Employment Agreement. 

 

 
I have read the foregoing, understand it, and agree to comply with its terms. 

 
For Deloitte Tax Services India Private Limited 
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OMKAR CHANDRAMOULI KONCHUR 

Talent 

 
 

Authorized Signatory 
 

Effective as of May 30, 2022, I accept all the terms and conditions of the Employer as stipulated in this Employment 

Agreement. 

 

 
Bindiya R  

 

Signature Name 
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EXHIBIT A 
 

The definitions below apply to the italicized terms that appear in the Employment Agreement (including the exhibits): 

 
Attest Client – attest client (or an affiliate of such client) of Deloitte & Touche LLP or aDeloitte Entity. 

 
Authorized Signatory – a director, officer or other person who is authorized to sign on behalf of a Deloitte Entity. 

 
Confidential Information – any information not generally known to the public, in any Form, that (1) relates to the operation 

of a Deloitte Entity or provides the Deloitte Entities with a competitive advantage, (2) consists of Personally Identifiable 

Information (PII) or other personal information about Personnel, client and other third party personnel, independent contractors, 

subcontractors, agents, vendors, suppliers or others which the Employer or another Deloitte Entity receives in the course of 

business, and (3) all other information entrusted to the Employer or another Deloitte Entity by clients and other third 

parties. Confidential Information includes, but is not limited to, Intellectual Property, supplier information, designs, business or 

marketing plans, forecasts and financial information, tax returns, tax identification numbers, agreements, client or prospective 

client lists, specific information about clients or prospective clients such as preferences for specific products and services, client 

or prospective client needs based on financial history and past purchases of services, client or prospective client development 

plans, specific rates charged to a client or offered to a prospective client and other business or client records. Confidential 

Information also includes, but is not limited to, debit or credit card information, employment applications, organization charts, 

performance ratings and other personnel records. 

 
Deloitte Entity – the Employer, Deloitte LLP, and any corporation, company, partnership, limited liability company or other 

entity (a) that (i) is owned, directly or indirectly, in whole or in part, by Deloitte LLP (the “Deloitte U.S. Firms”), including but 

not limited to Deloitte LLP subsidiaries in India, the Deloitte Touche Tohmatsu verein, Deloitte Global Services Limited, 

Deloitte Global Services Holdings Limited, Deloitte Touche Tohmatsu Limited (“DTTL”) or any member firm of DTTL or affiliate 

thereof (collectively, the “DTTL Member Firms”) or (ii) controls, is controlled by or is under common control with any of the 

entities listed in clause (i); or (b) in which any Personnel participated on its behalf, or carried out any duties with respect to 

its affairs. For purposes of this Employment Agreement, the term “control” (including the terms “controlled by” and “under 

common control with”) means the possession, directly or indirectly, of the power to direct or cause the direction of the 

management and policies of a person or entity, whether through the ownership of voting securities, by contract, or otherwise. 

 
Deloitte Property – Confidential Information, Systems, equipment, debit and credit cards issued in connection with my 

Employment, furniture, facilities and any and all other materials owned, licensed or leased by a Deloitte Entity, including, without 

limitation, computerized or electronic information and all copies thereof in any form or media, created by, furnished to, obtained 

by or prepared by me in the course of my employment in any capacity. 

 
Deloitte India (Offices of the US) - The following companies shall be deemed to be the affiliates of each other and are 

collectively referred to as Deloitte India (Offices of the US): (i) Deloitte Consulting India Private Limited (ii) Deloitte Tax Services 

India Private Limited (iii) Deloitte Support Services India Private Limited (iv) Deloitte Financial Advisory Services India Private 

Limited and (v) Deloitte & Touche Assurance & Enterprise Risk Services India Private Limited. 

 
Electronic Communications – all text, audio, video, images, information, data, files and attachments created, displayed, 

sent, received, posted, accessed or stored, whether deleted or not, by means of the Systems. 

 
Employment – the nature of my relationship with the Employer or a Deloitte Entity pursuant to this Employment Agreement.   

Alternatively, and depending on context, Employment is the period of time during which this relationship persists. 

 
Form - paper, computer disc, USB drive, website; any other tangible or electronic medium by which information may be 

stored or accessed; and human memory. 

 
Independence – National Office (Independence) of Deloitte LLP. 

 
Intellectual Property - works of authorship (including, without limitation, books, articles, data compilations, software and 

other copyrightable materials), materials, patents, inventions, designs, techniques, methodologies, processes, discoveries, 

know-how, ideas, trade secrets, moral rights, trademarks and other indicia of origin together with the goodwill therein, and all 

patent applications, copyright and trademark applications and registrations, and extensions and renewals thereof, throughout 

the world. 

 
Intellectual Property Rights – all rights, title and interest in Intellectual Property. 

 
PCAOB – the United States Public Company Accounting Oversight Board. 
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Personal Creations – Intellectual Property that meet all of the following criteria: (1) it is conceived, developed, and created 

by me on my own time without using Deloitte Property or Personnel (during work hours), facilities, Confidential Information or 

Works of a Deloitte Entity, (2) it is unrelated to the actual or reasonably anticipated business or research and development of 

a Deloitte Entity, and (3) it does not result from any work performed by me and thePersonnel (during work hours) for a Deloitte 

Entity. 

 
Personnel – partners, principals, members, officers and employees of a Deloitte Entity. 

 
PII – information (excluding business contact information such as an individual’s name and one or more of the following: 

organization name, organizational title, organizational role, business address, business telephone number (including business 

cell phone number and business email address) relating to an identified or identifiable natural person. An identifiable natural 

person is a natural person who can be identified, directly or indirectly, by reference to an identification number or factors specific 

to his or her physical, physiological, mental, economic, cultural or social identity. Set forth below is a non-exclusive list of 

information that constitutes PII when such information relates to an identified or identifiable natural person: 

Account number (bank account, credit card, etc.) 

Address 

Biometric identifier 

Certificate or license number 

Date of birth 

Government identifiers (such as PAN) 

Name* 

Personnel Number 

Photograph or video identifiable to an individual 

Vehicle identifier or serial number 

Other information related to an individual that may directly or indirectly identify that individual (e.g., salary, 

performance rating, purchase history, call history, etc.) 

* Note: When an individual’s name is used with PII that is not business contact information, it is included in the definition of 

PII. 

 
Pre-existing Agreements or Arrangements – agreements or arrangements that (1) relate to any Pre-existing Creations; 

or (2) may affect my ability to comply with the requirements of this Employment Agreement, including all contractual and other 

restrictions or obligations with other parties, including any post-employment restrictions and required notifications to the 

extent applicable under 18 United Stated Code §207, CFR 3.104-4, and India laws, rules and regulations that may or will impose 

limitations on my professional activities during my Employment (such as any non-compete agreements with prior employers 

and the one-year ban on lobbying contacts). 

 
Pre-existing Creations – any Intellectual Property and Intellectual Property Rights that were developed or created by me, 

alone or with others, or otherwise acquired by me, before the period of my employment in any capacity with the Employer, in 

which I claim any ownership or right. 

 
Proceedings – past or pending (1) actual or threatened claims or complaints of, or arising out of service to, present or 

former clients, (2) regulatory, self-regulatory, disciplinary, administrative, civil or criminal investigations, inquiries, charges, 

complaints, actions, sanctions, alternative dispute resolution proceedings, other proceedings or matters (other than criminal 

proceedings which relate solely to the operation of a motor vehicle) of any kind or nature, in India or any other jurisdiction, 

against me, including criminal proceedings arising out of my provision of professional services, proceedings brought by a 

professional association, or proceedings involving the Securities and Exchange Board of India, United States Securities and 

Exchange Commission or the PCAOB, other professional bodies like the Institute of Chartered Accountants of India or (3) matters 

of any kind or nature which could adversely affect my association with the Employer or my ability to perform my duties or 

responsibilities to the Employer, whether set forth in this Employment Agreement or otherwise, or my registration with or 

licensure by any governmental, quasi-governmental, or other regulatory agency, body or entity, in or outside the United States 

or India. 

 
Systems – the communications systems or any part of such systems that a Deloitte Entity owns, licenses or operates and 

approves for use, including, but not limited to, e-mail, text messaging, Lotus Notes, Deloitte Online (eRoom), instant messaging, 

local area network, wide area network, Intranet (e.g., DeloitteNet, D Street), Internet, extranet, collaborative tools (e.g., blogs, 

wikis, etc.), laptop and desktop computers, servers, air cards, Personal Digital Assistants, cell phones, telephones and voicemail. 

 
Works - all Intellectual Property, in any Form, created by me, alone or with others, during the period of myEmployment that 

(1) is created within the scope of my Employment; (2) relates in any manner to the actual or anticipated business, research, 

or development of a Deloitte Entity; (3) results from any work assigned to or performed by me, alone or with others, for the 

Employer; or (4) is created with the use of Deloitte Property. 
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EXHIBIT B 

 
Pre-existing Creations; Pre-existing Agreements or Arrangements 

I understand and agree that the Employer makes no attempt to verify my claim of ownership to any of thePre-existing 

Creations listed, and makes no admission that any Pre-existing Creations listed are owned by me. 

[If yes, please enter details below] 
 

Yes, I do have Pre-existing 

Creations, Pre-existing 

Agreements or Arrangements 

X No, I do not have Pre-existing 

Creations, Pre-existing 

Agreements or Arrangements 

 

Title Date Brief Description 

 

 

 

 

 
Signature Date 

 

 
Bindiya R  

 

Name (Print) 

 

 
ACCEPTED AND AGREED TO: 

Deloitte Tax Services India Private Limited 

 

 
 

OMKAR CHANDRAMOULI KONCHUR 

Talent 

 
 

 
Its: Authorized Signatory 

Apr 4, 2022 
 

 

Date 
 

An Authorized Signatory’s signature is required only if Pre-existing Creations or Pre-existing Agreements or Arrangements are 

listed pursuant to Paragraphs 2 and 11 of this Employment Agreement.   The signature of an Authorized Signatory indicates his 

or her judgment made in light of Paragraph 2 that Pre-existing Creations, if any, are described and explained in sufficient detail 

so that the likelihood of confusion between the employee’s Pre-existing Creations and the Intellectual Property of a Deloitte Entity 

can be avoided or minimized in the future and further indicates that thePre-existing Agreements or Arrangements have been 

obtained and reviewed and that the Authorized Signatory is satisfied that such Pre-existing Agreements or Arrangements will 

not interfere with the employee’s ability to comply with the requirements of this Employment Agreement. 
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EXHIBIT C 
 

Proceedings 
 

[none, unless otherwise specified] 

 

 
 

Yes, I do have Proceedings to report 
 

X No, I do not have Proceedings to report 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
My signature below certifies that to the best of my knowledge, the information I have provided above, pursuant to Paragraph 

3, is complete and accurate. 

 

 

 

 

 

 

 
Bindiya R  

 

Signature Name Date 
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EXHIBIT D 
 

Exceptions to Post-Employment Restrictions: re: Clients 
 

[none, unless otherwise specified] 

 
As specified in Paragraph 13, I agree that after a period of three (3) years from my start date or the date of my employment, 

as the case may be, the Employer will have invested sufficient time, financial support and effort in developing and serving the 

clients listed on Exhibit D to support the application of the obligations of Paragraph 12 to those clients. 
 

Yes, I do have 

Post-Employment Restrictions 

re: Clients 

 

X No, I do not have 

Post-Employment Restrictions 

re: Clients 

 

Name of Client Specified Kind of Services(s) Permitted 

 

 
 

ACCEPTED AND AGREED TO: 

 
 

 

Deloitte Tax Services India Private Limited 
 

OMKAR CHANDRAMOULI KONCHUR 

Talent 

 
 

 
Its: Authorized Signatory 

 
I have read and understood the above policy terms. 

Apr 4, 2022 
 

 

Date 

 

 
Bindiya R  

 

Signature Name Date 
 

An Authorized Signatory’s signature is required only if information is provided pursuant to Paragraph 13 of this Employment 
Agreement. The signature of an Authorized Signatory indicates his or her judgment that criteria in Paragraph 13 have been fully 
satisfied, the clients listed have been properly identified, and the kinds of services permitted have been described with sufficient 
specificity. 
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Terms and Conditions of Service 

 
In continuation to our offer of employment with Deloitte Tax Services India Private Limited (the “Employer”), please note 

the terms and conditions of service. 

 
The italicized terms in these Terms and Conditions of Service are defined in Exhibit A of the Non-Disclosure, Non-Solicit and 

Intellectual Property Rights Assignment Agreement hereto. 

 
Terms of Service 

 
1. COMPLIANCE WITH INDEPENDENCE, ETHICS AND OTHER REQUIREMENTS 

 
Deloitte & Touche LLP performs attest services for certain of its clients and is subject to the independence requirements of, 

among others, the United States Securities and Exchange Commission (SEC), the United States Public Company Accounting 

Oversight Board (PCAOB), and the American Institute of Certified Public Accountants (AICPA). These requirements mandate 

that certain of the Employer's employees and their relatives be independent of some or all of such attest clients and their 

affiliates in accordance with the policies of Deloitte LLP and its subsidiaries (the "Deloitte US Entities"). 

 
Upon joining the Employer, you will be asked to review a listing of the attest clients and the affiliates of such clients of certain 

of the Deloitte US Entities and disclose relationships or financial holdings that you or your relatives may have that could affect 

the independence of the Deloitte US Entities. Any relationships or holdings that conflict with, among other things, the 

requirements of the SEC, the PCAOB or the AICPA or the independence or ethics policies of the Deloitte US Entities will need 

to be resolved immediately. Further, you will be required to comply with these policies throughout your career with the Employer, 

including, when applicable, maintaining a current list of certain of your financial interests (but not their value) in the 

independence tracking system. 

 
As a condition to your joining the Employer and continued employment, you are required to complete a representation regarding 

your understanding of, and compliance with, independence and other matters, on a periodical basis (as requested beginning on 

or prior to the date of you joining the Employer, annually thereafter, and upon certain changes in your role in the Employer), 

the details of which are provided in the independence representation. An example copy of this representation form is available 

for your reference on www.deloittenet.com. The representation should be made to the best of your knowledge and ability. It is 

your responsibility to consult on any matter should you be uncertain or have a question. You are also requested to refer to 

www.deloittenet.com and Independence for more information in this respect. The representations made by you will be subject 

to an audit and may be reviewed by Deloitte LLP representatives and shared with certain third parties. If you are selected for 

such an audit, you will need to submit certain personal financial records to Deloitte LLP’s internal audit team. Please be assured 

that Deloitte LLP fully intends to keep all information obtained through the audit process confidential and secure. You hereby 

give your consent to Deloitte LLP to use the information provided by you for such purposes as provided in the policies regarding 

independence and ethics. 

 
In the event you (i) do not cooperate or comply with the independence requirements, or (ii) do not complete the necessary 

representations, or (iii) make inaccurate representation(s); you may be subject to disciplinary action including and up to 

termination of employment with the Employer. 

 
Please feel free to contact or consult Independence should you require any further information or if you have any specific concerns 

in this respect. 

 

2. NON DISCLOSURE, NON SOLICIT AND INTELLECTUAL PROPERTY RIGHTS ASSIGNMENT AGREEMENT 

(“Employment Agreement”) 

 
You will be expected to sign the Employer’s Employment Agreement. Please contact Talent for further details. 

 
3. HARRASSMENT POLICY 

Administrative Policy Release (“APR”) 213 is the Employer’s policy prohibiting harassment. Deloitte LLP's subsidiaries 

located in India (“Deloitte India (Offices of the US)”) are committed to providing a working environment that is free from 

harassment based on caste, place of birth, race, religion, creed, color, citizenship, national origin, age, sex, gender, sexual 

orientation, marital status, disability, genetic information or any legally protected basis, in accordance with applicable Indian 

central, state or local law. Expressly forbidden are unwelcome sexual advances, requests for sexual favors, and other verbal 

or physical conduct of a sexual nature. Depending on the circumstances, such harassment may also include conduct such as 

stereotyped or demeaning remarks or gestures or the display or circulation, whether in writing or electronically, of materials 

or pictures offensive to persons because of their caste, place of birth, race, religion, creed, color, citizenship, national origin, 

age, sex, gender, sexual orientation, marital status, disability, genetic information or any legally protected basis in 

http://www.deloittenet.com/
http://www.deloittenet.com/
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accordance with applicable Indian central, state or local law. The full policy will be accessible to you on DeloitteNet after 

joining Deloitte U.S. India. 

 

4. WORKING HOURS, HOLIDAYS, LEAVES AND MATERNITY BENEFITS 

 
You will be provided with your standard working hours, which may vary over the course of your career. The Employer may, 

from time to time, subject to applicable laws, require the employee to work beyond these hours. 

 
You shall be entitled to paid holidays and leave as per the Employer’s policies. 

 
Women employees are eligible for maternity benefits as per the recent amendments (2017) in the maternity benefit act, 

1961, including having 26 weeks of maternity leave with pay, as applicable. 

 

 

5. RETIREMENT AGE 

 
The age of retirement for employees of Deloitte India (Offices of the US) is 60 years. Your employment will therefore 

automatically terminate at the end of the month in which you attain 60 years. 

 

 

6. TRANSFERS 

You may be transferred, assigned, or asked to attend training at the offices of a Deloitte Entity or its clients or third parties in 

India or abroad with or without additional compensation. In such an event, you will also be governed by the terms and conditions 

of service applicable to the transfer, assignment, or training. 

 

7. NOTICE PERIOD FOR TERMINATION OF SERVICES 

 
The notice period for termination of your services is 60 Days by either side and/or salary in lieu of notice period on part of 

the Employer only. 

The Employer expects all employees to maintain the highest standards of professional conduct at all times. 

 
In order to assure orderly operations and provide the best possible work environment, the Employer expects you to follow rules 

of conduct that will protect the interests and safety of all personnel, including but not limited to the Code of Ethics and 

Professional Conduct. 

 
In the event of any breach of the Code of Ethics and Professional Conduct, non-performance of a contractual obligation or the 

terms and conditions laid down in this Annexure, or if you engage in any misconduct whether or not in connection with or 

affecting the business or affairs of the Employer or the work conduct, as specified by Employer, you will be subject to disciplinary 

action up to and including termination of your services/ employment with the Employer without any notice or payment in lieu 

of notice notwithstanding any other terms and conditions stipulated herein. 

 

8. MISCONDUCT 

 
Misconduct may include but is not limited to: 

 
• Irregular attendance: repeated or excessive absence, tardiness or early departures/ late comings without approval. 

• Unreported or unapproved absence (including overstay of leave) for more than five consecutive days or deviation from 

assigned and accepted schedule for more than five days. 

• Falsification or manipulation in background verification process or employment records, employment information, or other 

records prior to or after joining the Employer. 

• Falsification or manipulation of Deloitte Time & Expense (DTE). 

• Knowingly providing false statements, either verbally or in written form. 

• Neglect of normal duties and functions. 

• Practices such as reading personal materials during working time, having obscene or inappropriate posters or screen savers 

at your work station, playing games at your work station, etc. 

• Continued discharge of work functions that do not meet the standards reasonably expected. 

• Breach of the confidentiality provision in the Non-Disclosure, Non-Solicit and Intellectual Property Rights Assignment 

Agreement including disclosing to any unauthorized person any Confidential Information or PII. 
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• Willful insubordination or disobedience, whether or not in combination with another, of any lawful and reasonable 

instructions of any member of management or any authorised person. 

• Engaging in unapproved outside employment and activities as defined in APR 218 (US & IND) 

(https://deloittenet.deloitte.com/About/Policies/Admin/Pages/218_OutsideEmploymentActivities_US.aspx). 

• Installing, downloading, copying or duplicating any unauthorized or unlicensed software, programs, games, or attachments 

on any computer system of the Employer or of any Deloitte Entity or its clients. 

• Engaging in any illegal activities. 

• Workplace violence, including threats of physical violence. 

• Corporate credit card delinquencies. 

• Causing damage to the property of the Employer, any Deloitte Entity, its clients, or their respective personnel 

• Going on or abetting a strike in contravention of any law. 

• Theft of any property belonging to another, the Employer or any Deloitte Entity, or their respective personnel, clients, or 

visitors 

• Possession of firearms, explosives, knives or any instruments that can be used as an injurious or deadly weapon in the 

workplace or at any Deloitte Entity sponsored event. 

• Corruption, fraud, or misappropriation of funds. 

• Failure to comply with the policies, guidelines, rules and regulations of the Employer or a Deloitte Entity as applicable. 

• Excessive personal use of the Employer’s telephone, fax or computer systems. 

• Failure to adhere to applicable laws. 

• Any act prejudicial to or in conflict with the interests of the Employer or a Deloitte Entity. 

 
The above terms and conditions are based on, and should be read in conjunction with, the Employer’s policies, guidelines, 

procedures and other rules currently applicable, including but not limited to Administrative Policy Releases (APRs) and 

Deloitte India (Offices of the US)’s other policies, guidelines, rules, and regulations. The above rules are subject to amendments 

from time to time and the amended rules, policies, procedures, and guidelines would be posted on the Employer’s Intranet site 

i.e. 

https://deloittenet.deloitte.com/Pages/Home.aspx for employee reference. The policies will be updated from time to time in the 

future and we deem to have your consent to any and all such changes. Furthermore, upon acceptance of employment with the 

Employer, you may be requested to read and acknowledge acceptance of various policies and guidelines of the Employer. It is 

expected that you will read and acknowledge all such communications. 

 

 
 

Effective as of May 30, 2022, I accept all the terms and conditions of the Employer as stipulated in these Terms and Conditions 

of Service. 
 

 
 

 

Signature Name 

Bindiya R  

https://deloittenet.deloitte.com/About/Policies/Admin/Pages/218_OutsideEmploymentActivities_US.aspx
https://deloittenet.deloitte.com/Pages/Home.aspx
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Apr 4, 2022 

 

Ms. Bindiya R  
 

Laggere Bangalore, Karnataka, 560058 

India 

 
 

Training Bond 

 
Dear Bindiya: 

 
On behalf of Deloitte Tax Services India Private Limited, please accept our congratulations on your recent offer of 

employment to join the Company as Tax Consultant I pursuant to the terms and conditions of your offer letter dated May 

30, 2022. You made a very favorable impression with everyone you met and we are excited about the possibility of you joining 

the Company. 

 
As you may be aware, as a condition of employment with the Company, you may be required to travel Overseas to attend a 

series of training sessions for a period of up to 90 days. This training will be a combination of classroom procedural training as 

well as on-site training to observe employees conducting similar work at various client locations. This training represents the 

confidence we have in your ability to be a valuable member of the practice of the Company. 

 
As per Company policy, we kindly bring to your attention that all employees attending training overseas are required to sign a 

Training Agreement which will obligate the employee to repay a calculated amount of the costs associated with the training, 

only if the employee resigns his/her position or are terminated for cause within a specified period after completion of the training 

(usually between 6 to 18 months). This repayment obligation disappears after the specified period of time has lapsed. 

We all look forward to seeing you again soon and having you join our team of outstanding professionals. 

 
Sincerely, 

For Deloitte Tax Services India Private Limited 

 
 

 
By:    

Signature 

 
Authorized Signatory 
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Apr 4, 2022 

Ms. Sowmya B  

 
Deloitte Tax Services India Private Limited 

Deloitte Tower Survey No. 41 Gachibowli Village, Ranga 

Reddy District,CIRCLE 3, Hyderabad - 500032, 

Telangana, India 

 
Tel: +91 040 67621000 

www.deloitte.com 

No 5/9 Kaveri Nivas 6Th Main Road Near Muthoot Finance Maruthi Extension 
Gayathri Nagar Bangalore North Srirampuram, Karnataka, 560021 
India 

 
Subject: Offer of Employment 

Dear Sowmya: 

On behalf of Deloitte Tax Services India Private Limited (the ''Employer'' or ''Company''), I am pleased to confirm our 

offer of employment to you as Tax Consultant I based in Hyderabad. 

 
We extend this offer, and the opportunity it represents, with great confidence in your abilities. You have made a very favorable 

impression with everyone you met and we are excited with the prospect of you joining our organization on May 30, 2022. 

 
Your immediate manager will communicate details of your role and work responsibilities in the initial weeks of your joining 

the Employer. During your employment, the Company may require you to work on any project that you are assigned to, on any 

technical platforms/skills and nature of the project, in differentiated work timing, at designated work space and location as 

may be decided by the company. 

 
As part of your annual compensation, you will receive a Total Salary of Rs./₹ 600,000/- and, will be eligible for a performance 

linked variable bonus. At your level, the variable bonus opportunity could range from 0-10% of your Total Salary. The actual 

paid amount could vary depending upon the business and individual performance each fiscal year and, in some situations, could 

exceed the payout range indicated. Any amounts paid will be subject to statutory and other deductions as per Employer policies 

and practices. The details of your compensation breakdown are provided in the attached Annexure A. 

 
As an incentive to join the Company, you are eligible to receive a joining bonus of Rs./₹ 100,000/- subject to your 

reporting for full-time employment on May 30, 2022. This amount will attract applicable taxes and will be processed as part 

of your first month’s payroll. You will have an obligation to repay the entire amount of your joining bonus if you resign your 

position or are terminated for cause by the Company within 12 months of your start date. 

 
You may also receive additional benefits, including and not limited to, in cash and/or in kind and/or as reimbursement, which 

could be referred as rewards, awards and gifts, which are generally accorded to the employees of the Employer, subject to 

the applicable taxes, policies and practices of the Employer. 

 
Your employment with us will be governed by the Terms and Conditions as detailed in Annexure B, as well as any and all rules, 

regulations, guidelines, policies and practices of the Employer, which may be amended from time to time. Deloitte LLP and its 

U.S.-based subsidiaries (the “Deloitte U.S. Firms”) requires their employees to make the necessary representations regarding 

independence and other matters. Because the Employer is an Indian subsidiary of Deloitte LLP, we must also comply with 

these independence requirements. Accordingly, this offer is conditional upon you agreeing to make such representations under 

the Employer’s Independence Representations requirements, as further explained in Annexure B. 

 
Your compensation details are confidential, and you may discuss it only with the undersigned in case of any clarification. It is 

our hope that your acceptance of our offer will be just the beginning of a mutually beneficial relationship with our 

organization. We would like you to join the Employer on May 30, 2022, or an alternative mutually agreed upon date. 

http://www.deloitte.com/
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This offer letter, together with the Annexures described herein, and the Non-Disclosure, Non Solicit and Intellectual Property 

Rights Assignment Agreement, the Information Security Policy (which you are required to sign upon joining), constitute the 

entire agreement between the parties with respect to the subject matter of this offer, and supersedes all other previous or 

contemporaneous oral or written representations, understandings or agreements relating to the subject matter of this offer 

between you and the Employer or its affiliates. 

 
In compliance with applicable laws, Deloitte India (Offices of the US) provides its professionals with home pick-up and drop 

transport services if their shift timings are between 8:30 pm - 6:00 am in Hyderabad; 9:30 pm - 6:00 am in Mumbai; and 8:00 

pm - 6:00 am in Delhi and Bengaluru. Additionally, in Mumbai and Delhi, the firm also provides day-transportation services 

from central locations to the office and back, at time periods other than those stated above and the associated costs for this 

conveyance allowance is INR 2,000, deducted on a monthly basis from the payroll, for professionals choosing to opt for the 

service. 

 
This letter and Deloitte Tax Services India Private Limited employment application are intended to be final. To accept the 

offer and the terms of this letter, please sign below in the space provided within three business days. 

 
Sowmya, everyone you have interviewed with joins me in extending to you congratulations and warm regards. We look forward 

to you joining our team. 

 
Sincerely, 

 
For Deloitte Tax Services India Private Limited 

Best regards, 

 

 

 

 
 

By:    

Signature 

 

 
Authorized Signatory 

 

 
Acceptance 

 
I, Sowmya, hereby accept the terms and conditions of this employment 

offer. Please sign and date your Acceptance 

 

 
Signature Date 
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Annexure A 
 

Ms. Sowmya B  Tax Consultant I - 

 
 

Description Monthly 

(Rs. per month) 

Annual 

(Rs. per Annum) 

Basic Pay 17,500 210,000 

House Rent Allowance (HRA) 8,750 105,000 

Special Allowance1a & 1b 11,867 142,404 

Leave Travel Allowance2 1,750 21,000 

Differential Allowance 5,833 69,996 

Meal Card3 2,200 26,400 

Employer’s contribution to PF 2,100 25,200 

Total Salary (in Rs.) 50,000 600,000 

Variable Bonus* You will be eligible for a performance linked variable bonus. If applicable, it 

will be paid out on the 31st of August on the basis of your performance and 

performance of the business 

Medical Insurance Premium4 3,014 36,167 

 

*The Variable Bonus will vary, primarily based on your performance and the performance of the business, during the Employer’s 

fiscal year which is June through May. Your performance will be formally assessed as a part of the Employer Performance Review 

Cycle Process. At your level, the variable bonus opportunity could range from 0-10% of your Total Salary. The actual paid 

amount will vary depending upon the business and individual performance and in some circumstances, could exceed the 

payout range indicated. The performance of all the employees who have joined the Employer prior to March 1st will be assessed 

for the fiscal year ending in May. The disbursement of a Variable Bonus, if applicable, is subject to you being active on the rolls 

of the Employer on August 31st following the close of the fiscal year. For employees joining during the period March 1st to May 

30th, a prorated Variable Bonus, if applicable, will be based on the first year-end review ratings in the subsequent year and 

paid on August 31st of that subsequent year. The Variable Bonus will not be paid in the event of termination of employment for 

any reason on or before the disbursement time. The application and interpretation of, and any determinations related to, the 

Variable Bonus is at the sole discretion of Employer. Employer may amend or terminate the Variable Bonus at any time. 

All compensation and benefits are based on employee’s position with the Employer in India. 

 
Contd/-.... 
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Annexure A 
 

1All employees may claim tax exemption, subject to tax rules from time to time, from their Special Allowance component, 

expenses incurred towards communication and Fuel & Maintenance Expenses as per eligibility mentioned below: 
 

Employee Level - 

Tax Consultant I 

1aCommunication Expenses 1bFuel Expenses 

Only one Post paid mobile, one Land 

Phone and One internet connection 

bill(s) can be claimed. 

Petrol / Driver / Insurance / Repairs & 

Maintenance 

Rs./₹3,000/- per month Rs./₹7,500/- per month 

 
1a The internet/telephone/mobile bills should be in the Employee’s name. 

1b For claiming vehicle running expenses (Fuel / Repairs & Maintenance expenses) the vehicle has to be in the name of the 

Employee and the current tax rules are as under. The above limits will be applicable for all those who are on company car 

lease program and the below limits will apply for all those who are on self-owned car. In case of company leased car, 

taxability would be as per the current perquisite valuation rules. 
 

Nature of Expenses Own Vehicle –Maximum Tax exemption limit per month 

4 Wheelers (Engine Capacity)  

<= 1600 cc > 1600 cc Two Wheelers 

Fuel & Maintenance Rs. 1,800 Rs. 2,400 Rs. 900 

Driver's Salary Rs. 900 Rs. 900 Not applicable 

 
 

All employees at and above Senior Staff are eligible for the company car lease program. If you choose to avail of this benefit, 

the amount towards lease rental will be paid by the firm on your behalf to the leasing company and your compensation structure 

will be adjusted accordingly. A revised letter with the new compensation structure will be issued that will supersede this letter 

for all practical purposes. 

2 The Leave Travel Allowance (LTA) will be paid on a monthly basis as an allowance with tax deducted at source. If you choose 

to avail the tax benefit on LTA, you should submit proof of expenses incurred by you for Self and / your immediate dependents. 

The taxability or otherwise of LTA will be as per the Income Tax Act 1961, details of which will form part of the LTA Form. 

3 Meal Card amount will be credited at the start of each month and for the first month (For New Hires) prorated amount will be 

processed as part of payroll. If not collected, it will be processed as a taxable amount with the salary. 
 

4 Annual Floating Medical Insurance Coverage for self and 6 dependents is being paid by the Employer on your behalf. The 

premium amount is subject to change every year post renewal of insurance policy. In case you opt for an enhancement of the 

coverage limit, the additional premium will be adjusted accordingly from the special allowance. 

You may also receive additional benefits, including and not limited to, in cash and/or in kind and/or as reimbursement, which 

could be referred as rewards, awards and gifts, which are generally accorded to the employees of the Employer, subject to 

the applicable taxes, policies and practices of the Employer. 

By joining the Company, you will become a member under the 'Deloitte USI Employees Welfare Trust' and may be required to 

make a nominal contribution as a member. 

Original bills towards the above components should be submitted during the Income Tax fiscal period evidencing the expenditure 

to get Income Tax exemption, failing which the same will attract applicable Income Tax. 

Submission of false, tampered or altered bills as proof of expense for any of the above components will result in disciplinary 

action including termination of employment. 

Your compensation above is subject to income tax deduction per rules and guidelines prescribed under the 

prevailing tax laws. This may change from time to time in line with the amendments done in tax laws. 
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Sowmya B  Hyderabad 

 

Annexure B 
 

Non-Disclosure, Non-Solicit and Intellectual Property Rights Assignment Agreement (“Employment Agreement”) 

In consideration of my employment by Deloitte Tax Services India Private Limited, an Employer incorporated under the 

provisions of the Companies Act, 1956 and having its registered office Deloitte Tower Survey No. 41 Gachibowli Village, 

Ranga Reddy District,CIRCLE 3, Hyderabad - 500032, Telangana, India (the “Employer”) as Tax Consultant I - and 

other valuable consideration, I acknowledge and agree that: 

PRELIMINARY MATTERS 

1. Defined Terms. The italicized terms in this agreement (the “Employment Agreement”) are defined in Exhibit A hereto. 
 

2 . Pre-existing Agreements or Arrangements. I warrant and agree that I have listed on Exhibit B all Pre-existing 

Agreements or Arrangements. The Employer expects me to abide by all restrictions or obligations that are contained in such 

Pre-existing Agreements or Arrangements and to avoid involvement, while employed by the Employer, in any matter that could 

pose a conflict as a result of confidential information or intellectual property obtained by me prior to my Employment. I further 

represent that none of these restrictions or obligations, including those set forth in any non-compete agreements with prior 

employers, is inconsistent with my acceptance of the Employer’s offer of Employment or my becoming, and serving as, Tax 

Consultant I of the Employer. To the extent applicable and if I am joining the Employer after having served as an employee 

or official of the United States Government, I further represent that: (1) I have disclosed my prior participation, if any, in any 

discussions or negotiations with, or decisions to award contracts to, the Deloitte U.S. Firms while I was employed by the United 

States Government; and (2) I had either recused myself or had not played an active role in the applicable United States 

Government agency’s decision to award any contracts to the Deloitte U.S. Firms while I was employed by the United States 

Government. 

PROTECTION OF OUR BUSINESS 
 

3. Reporting of Proceedings. Except as provided by law and except as I have disclosed in writing on Exhibit C to this 

Agreement, I represent and warrant that I have no Proceedings to report. Should I become a subject of any Proceedings 

during my association with the Employer, I agree to immediately report, in writing, all relevant facts to the Chief Talent Officer 

of Deloitte LLP, the Regional Talent Director of the Employer, and the Chief Ethics and Compliance Officer of Deloitte LLP. I 

understand that my responses are subject to audit and review by the Employer and others in accordance with applicable 

professional, ethical, legal, or Employer requirements, rules, regulations, policies, or practices, or other requests. 

4. Confidentiality. I acknowledge that, by virtue of my Employment, I will acquire and be exposed to, have access to, make 

use of and/or create Confidential Information. Therefore, I agree to hold in trust and confidence all such Confidential 

Information. I will neither disclose any such Confidential Information to anyone outside a Deloitte Entity without the prior written 

approval of an Authorized Signatory, except as required by my authorized duties for the Employer, nor use any such Confidential 

Information for any purpose other than for the benefit of a Deloitte Entity. 

5. Third Party Information and Property. I agree that during my Employment, I shall not use or disclose any confidential 

information or intellectual property of any former employer or other person or entity without the prior written authorization of 

such employer, person or entity and the prior written consent of an Authorized Signatory. If I were to use or disclose any 

such Confidential Information or Intellectual Property without prior consent, and any of the Deloitte Entities become the subject 

of any claim from a third party regarding such unauthorized use or disclosure, I agree to hold harmless and indemnify the 

Deloitte Entities for any legal defense costs and/or damages related to any such claim. 

6. Authorization. Only employees of the Employer holding a senior or managerial position with the Employer will be authorized 

by a specific authorization, delegation, or power of attorney to sign legal documents, representing the Employer. Similarly, only 

such authorized employees of the Employer may speak about the Employer, the business and plans, various client-related 

projects etc. 

7. Competing Activities and Conflict of Interest. During the period of my Employment I will not, directly or indirectly, 

participate in or in any way render services or assistance to any business that is or may be competitive with a Deloitte Entity, 

whether or not for compensation, or engage in any conduct which might result in, or create the appearance of using my position 

for private gain or other than for the benefit of a Deloitte Entity, or otherwise create a conflict, or the appearance of a conflict, 

of interest with a Deloitte Entity. Such conduct shall include, but not be limited to, having an undisclosed financial 
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interest in any vendor or supplier of a Deloitte Entity, accepting payments of any kind or gifts other than of a nominal value 

from vendors, clients or suppliers, or having an undisclosed relationship with a family member or other individual who is 

employed or associated with any entity in active or potential competition with a Deloitte Entity, and which creates a conflict of 

interest. I represent and warrant that I am not currently aware of any present or past violation of this provision. 

 
8. Authorization to Access Systems and Electronic Communications and use of Deloitte Property. I understand that 

while employed with a Deloitte Entity, I will use and have access to the Systems.   I also acknowledge that aDeloitte Entity has 

the right at any time to access, retrieve, delete, monitor, examine, use and/or disclose my Electronic Communications and 

information from (or about) me and the content, without notice to me, and that such Electronic Communications are considered 

part of a Deloitte Entity’s business and client records and are not to be considered private or personal to me or any other 

Personnel. I further acknowledge that this right extends to Electronic Communications transmitted for either a business or 

personal purpose. 

 
I agree that I am authorized to access the Systems only for approved business purposes and occasional personal use if such use 

does not interfere with my work responsibilities and other required business activities, business operations, or Systems 

performance. However, I also acknowledge that such occasional personal use does not create an expectation of privacy as to 

any of my personal Electronic Communications and, as such, are Deloitte Property. 

 
I further acknowledge that I am not authorized to use the Systems for personal gain or any illegal or unethical use. I agree that 

under no circumstances am I authorized to access any of the Systems for the purpose of obtaining Deloitte Property for a 

competitor of a Deloitte Entity, transmitting Deloitte Property to me (e.g., emailing Confidential Information to my personal 

email address) or to a third party for purposes other than furthering the business objectives of a Deloitte Entity. I am not 

authorized to download a Deloitte Entity’s Confidential Information or other Deloitte Property to removable media such as a CD 

Rom, disk or thumb drive other than as authorized for furthering the business objectives of a Deloitte Entity. 

 
I will be responsible for the safe keeping and return in good condition and order of all the Deloitte Property that may be in my 

use, custody, care or charge. For the loss of any Deloitte Property in my possession or custody or for which I have been assigned 

responsibility, the Employer will have a right to assess on its own basis and recover from me, the damages in respect of 

such materials (out of the amounts due to me or otherwise) and to take such other legal action as it deems appropriate including 

termination of my employment without notice or payment in lieu thereof in the event of my failure to account for such material 

or property to its satisfaction. 

 
9. Security. I am provided with a worktable and lockable storage space. I will ensure they are locked when unattended and 

understand that a duplicate key will only be provided if I sign for it. I am required to display my identity card to the appropriate 

security personnel on demand and at all times within the office premises. 

 
10. Ownership of Works. 

a. I agree that the Employer owns all rights, title and interest in and to all Works. 
 

b. I agree that all Works are deemed works made for hire under India copyright or applicable laws or equivalent laws of any 

applicable foreign jurisdiction, and all Intellectual Property Rights therein vest automatically in the Employer upon creation of 

the Works. I agree that, to the extent any Work is held not to be a work made for hire, I hereby irrevocably assign all Intellectual 

Property Rights in the Work to the Employer. Notwithstanding anything contained in Section 19(4) of the Indian Copyright Act, 

1957, I agree that such assignment shall continue to be in force for perpetuity irrespective of whether or not the Employer 

exercises its rights as the assignee for any period of time. 
 

c. I will at all times, even after termination of my Employment, do whatever the Employer reasonably requests of me, at the 

Employer’s expense, to document the assignment of any Works to the Employer or to assist the Employer in pursuing, renewing, 

extending or assigning any Intellectual Property Rights, and otherwise perfecting, protecting and enforcing said Intellectual 

Property Rights in, any Works. I agree that, as between me and the Employer, the Employer shall be the sole author, inventor, 

and owner of all such Works and Intellectual Property Rights therein throughout the world, and that the Employer shall have 

the sole right to seek copyright registrations, patents or trademark registrations, including all extensions and renewals thereof. 

I also hereby agree that I waive all moral rights in any Works. 
 

I also agree to assign all my right, title and interest in and to any particular Works to a third party as directed by the Employer. 
 

In the event the Employer is unable for any reason, after reasonable effort, to secure my signature on any document needed 

in connection with the actions specified in the preceding paragraphs, I hereby irrevocably designate and appoint the Employer 

and its duly authorized officers and agents as my agent and attorney in fact, which appointment is coupled with an interest, 

to act for and in my behalf to execute, verify and file any such documents and to do all other lawfully permitted acts to 

further the purposes of the preceding paragraphs with the same legal force and effect as if executed by me. I hereby waive any 

and all claims, of any nature whatsoever, which I now or may hereafter have for infringement of any Works assigned hereunder 

to the Employer. 
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d. During a 12 month period after termination of my Employment, I agree that any Intellectual Property I create or conceive 

that results from and is related to any work assigned to or performed by me for the Employer, or that was created 

using Deloitte Property, is a Work that is subject to Paragraph 10 (b) above. For purposes of clarification, the foregoing provision 

is in addition to, and not in limitation of, any rights and remedies the Employer may have under the applicable laws protecting 

Intellectual Property of the Deloitte Entities. 

 
e. I agree to keep and maintain adequate and current records (in the form of notes, sketches, drawings and in any other form 

that may be required by the Employer) of all Works developed by me during the period of my employment with the Employer, 

which records shall be available to and remain the sole property of the Employer at all times. 

11. Pre-existing Creations; Personal Creations. My obligations in Paragraph 10 do not apply to Pre-existing Creations 

a n d Personal Creations. I warrant and agree that I have listed on Exhibit B all Pre-existing Creations. I acknowledge and 

agree that I will not assert any ownership rights against the Deloitte Entities, or their respective clients, with respect to any 

Pre-existing Creations unless they appear on Exhibit B, and Exhibit B has been accepted and agreed to by an Authorized 

Signatory who has signed at the bottom of such Exhibit B. I further agree that I shall not use any Pre- existing Creations or 

Personal Creations in connection with my Employment without the prior written consent of an Authorized Signatory. To the 

extent that I use any Pre-existing Creations or Personal Creations in connection with my Employment, I agree that, except as 

otherwise provided in a written agreement executed by me and the Employer, I hereby grant to the Employer an irrevocable, 

royalty free, perpetual, fully paid up, transferable, sub-licensable license to use, reproduce, distribute, display, perform, modify 

and create derivative works of and otherwise exploit such Pre-existing Creations or Personal Creations for any purpose including, 

but not limited to, client engagements. 

12. Post- Employment Restrictions re: Clients. I acknowledge that, because of the nature of my work for a Deloitte Entity, 

my solicitation or serving of certain clients related to my work for a Deloitte Entity would necessarily involve the unauthorized 

use or disclosure of Confidential Information, and the proprietary relationships and goodwill of the Deloitte Entities, and, in the 

case of my serving of certain clients, could compromise the full compliance of the Employer or another Deloitte Entity with the 

applicable laws, rules and regulations of a U.S. or India regulatory body or other independence- related requirement of a 

regulatory body. Accordingly, during the period of my Employment and for a period of one year thereafter, I will not, directly 

or indirectly, solicit or provide services to any existing client of a Deloitte Entity with which I had personal contact and provided 

services during the two-year period prior to termination of my Employment. 

13. Exceptions to Post- Employment Restrictions re: Clients. I understand that the obligations of Paragraph 12 will not 

apply for a period of three (3) years after my start date or the date of my promotion or transfer to clients of a Deloitte Entity 

and/or certain specified kinds of services rendered to such clients that meet all of the following criteria: (a) are personal 

clients of mine who came to a Deloitte Entity solely to avail themselves of certain specified kinds of services rendered by me 

and only as a result of my own independent recruitment efforts, which a Deloitte Entity neither subsidized nor otherwise 

financially supported as part of a program of client development, (b) are listed on Exhibit D expressly by name with respect to 

client and with sufficient specificity with respect to the kinds of service(s) that I will be permitted to render, and (c) are accepted 

and agreed to as to their listing on Exhibit D by an Authorized Signatory who has signed at the bottom of such Exhibit. I agree 

that after a period of three (3) years from my start date or the date of my promotion or transfer the Employer will have 

invested sufficient time, financial support and effort in developing and serving the clients listed on Exhibit D to support the 

application of the obligations of Paragraph 12 to those clients. 

14. Future Employment with Clients. Except as otherwise provided herein, I understand that I am not prohibited from 

accepting employment with a client (or an affiliate of such client) of a Deloitte Entity. Before entering into substantive discussions 

with an Attest Client regarding any employment opportunity, I acknowledge and agree that during my Employment and for five 

years thereafter I must first notify Independence and obtain prior written approval from Independence. I acknowledge and 

understand that it is the intent of the Employer to interpret and apply this provision (a) in an effort to ensure the full compliance 

of the Deloitte Entities with applicable U.S. and India laws, rules, and regulations; (b) to serve the public interest; and (c) to 

protect the legitimate interests of the Deloitte Entities or their respective Attest Clients under applicable U.S. or India laws, rules 

and regulations in a manner that is no greater than is reasonably necessary to protect such interests and without being unduly 

harsh and oppressive to me and my interests in future employment with an Attest Client. Further, I acknowledge and agree 

that because of, among other things, the importance of the Deloitte Entities remaining in compliance with applicable 

independence rules, such approval may be withheld by Independence in the event that my employment with an Attest Client 

would, in the view of Deloitte LLP, be inconsistent with applicable laws, rules and regulations or jeopardize the independence of 

a Deloitte Entity with respect to such Attest Client. 

15. Restrictions re: Personnel and Contractors. I acknowledge that, because of the nature of my work for a Deloitte Entity, 

my solicitation or hiring or of any of its Personnel or contractors of the Deloitte Entities, or my participation in their hiring, 

admission or retention, would necessarily involve the unauthorized use or disclosure of Confidential Information or the 

proprietary relationships and goodwill of the Deloitte Entities. Accordingly, during my Employment and for one year thereafter, 

I will not, directly or indirectly, (a) solicit or attempt to solicit, or participate in the solicitation of or any attempt to solicit any 

Personnel to leave a Deloitte Entity, or to join any firm or business with which I may be or become affiliated;(b) participate in 

the hiring or admission of any Personnel; or (c) cause a contractor of a Deloitte Entity to cease providing 
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services to, with, or on behalf of the Deloitte Entity. 
 

16. Post- Employment Restrictions re: Deloitte Property. Upon termination of my Employment: (a) I will not use or 

disclose Deloitte Property, including, but not limited to, Confidential Information and Works, for any purpose; (b) I will not 

retain or take with me any Deloitte Property; (c) I will immediately deliver to a Deloitte Entity at any location that it designates, 

at my expense, within one business day after the termination of my Employment or on an alternate date designated by a 

Deloitte Entity, any Deloitte Property that I may then or thereafter hold or control; and (d)I agree to allow a Deloitte Entity to 

inspect any of my personal or home computers, including smart phones, tablet computers, or any device, media or location 

capable of storing electronic data, to determine whether any Deloitte Property resides on such computers and to permit a 

Deloitte Entity to remove such Deloitte Property. 

 

 
OTHER POST- EMPLOYMENT OBLIGATIONS 

 

17. Transition of Work and Cooperation. Upon termination of my Employment for any reason, I will cooperate with a Deloitte 

Entity in all matters relating to the completion of pending work and its orderly transfer. I will also cooperate fully with a Deloitte 

Entity in connection with any threat of or actual legal proceeding against a Deloitte Entity or any client, customer or licenser of 

a Deloitte Entity arising out of any matter with or of which I had contact or knowledge during my Employment. 

18. Notification of Post- Employment Obligations. I agree that prior to accepting employment or affiliation with another 

firm or business I will advise such firm or business of my duties and obligations under this Employment Agreement. After my 

Employment ends, I agree that a Deloitte Entity shall be permitted to advise any firm or business with which I have accepted 

an offer of employment or affiliation concerning my duties and obligations under this Employment Agreement. 

19. Certification. I agree that during or after my Employment I will, if requested, provide written certification in such form as 

the Employer may require that I have complied with my obligations hereunder, including, without limitation, those obligations 

set forth in Paragraphs 4, 5, 7, 8, 9, 10, 11, 12, 14, 15 and 16 of this Agreement. 

 

 
OUR ENFORCEMENT RIGHTS AND REMEDIES IN THE EVENT OF A BREACH 

 

20. . Equitable Relief and Attorney’s Fees. I acknowledge and agree that a breach of this Employment Agreement, 

including, but not limited to, a breach of my duties and obligations under the terms and conditions of Paragraphs 4, 5, 7, 8, 9, 

10, 12, 14, 15 or 16 would cause irreparable harm to the Deloitte Entities and that, in addition to other remedies, the Employer 

on behalf of itself or another Deloitte Entity is entitled to a temporary restraining order, an injunction or other equitable relief 

to prevent any such breach. I also acknowledge that, to the extent permitted by law, a Deloitte Entity will be entitled to the 

payment of the Deloitte Entities’ reasonable costs and attorney’s fees incurred in enforcing this Employment Agreement. I also 

acknowledge that, to the extent permitted by law, the Employer may request that a court extend the one year period following 

the termination of my Employment, as provided in Paragraphs 12 and 15, to correspond with the period that I participated in 

activities prohibited by Paragraphs 12 and 15. 

21. Liquidated Damages: Client Fees. I agree that in the event of a breach under Paragraph 12, the Employer shall be 

entitled to receive, as liquidated damages, payment from me of an amount equal to the annual compensation, inclusive of 

overtima, bonuses, and sales incentives, received by any person who leaves the Employer in connection with my breach over 

his or her last twelve months at the Employer. Such amount shall be paid within thirty days from the mailing of a written notice 

to me advising of the amount due. 

22. . Liquidated Damages: Compensation. I agree that the precise amount of damages flowing from a breach under 

Paragraph 15 would be impracticable or extremely difficult to ascertain in an actual amount. Therefore, I agree that in the 

event of a breach under Paragraph 15, the Employer shall be entitled to receive, as liquidated damages, payment from me of 

an amount equal to the annual compensation, inclusive of overtime, bonuses, and sales incentives, received by or owed to 

any person who leaves the Employer in connection with my breach over his or her last twelve months at the Employer. Such 

amount shall be paid within thirty days from the mailing of a written notice to me advising of the amount due. 

23. Right of Inspection. I agree to permit the Employer (or to use my best efforts to enable the Employer) to inspect my 

books and records (and the books and records of any entity which employs or is associated or affiliated with me), upon request 

and at reasonable times, to enable the Employer to confirm the calculations described above and to verify compliance with 

Paragraphs 12 and 15. The Employer shall keep confidential any proprietary information obtained, except as may be necessary 

or desirable to enable the Employer to enforce its rights under this Employment Agreement and except as may be required by 

any statute, court or administrative order to decree or government ruling or regulation. 

 

 
MISCELLANEOUS 
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24. Governing Law; Choice of Forum. This Employment Agreement is deemed to have been executed in the Employer's 

office in Hyderabad, Telangana, India and will be construed and governed in accordance with the laws of the Republic of 

India without regard to its conflicts-of-law principles. You agree to submit to jurisdiction before any court of record in which the 

Employer’s office to which you were assigned is located, or in which a breach of this Employment Agreement may occur, at the 

election of the Employer, and you waive any right to raise questions of personal jurisdiction or venue in any action the Employer 

may bring against you in any such court. You further agree to accept service of process/summons/legal notice from the Employer 

when that process/summons/legal notice is either sent to your last known address by certified mail or served by any other 

means permitted under the law of the jurisdiction in which the Employer may bring an action against you. 

 
25. Modifications. My obligations hereunder may not be changed or modified, released, discharged, abandoned or terminated, 

in whole or in part, except by an instrument in writing signed by an Authorized Signatory. 

26. Severability. Every provision of this Employment Agreement is intended to be severable. If any term or provision is illegal 

or invalid for any reason whatsoever, such term or provision will be enforced to the maximum extent permitted by law and, in 

any event, such illegality or invalidity shall not affect the validity of the remainder of the Employment Agreement. 

27. Blue-Penciling. If any court determines that any provision of this Employment Agreement, or any part hereof, or the 

application of any such provision, or any part hereof, to any person or circumstance is unenforceable or void, such court shall 

have the power to modify such provision, or any part hereof, to the extent necessary to render it legal and enforceable while 

preserving its intent, or if such modification is not possible, by substituting therefore another provision that is legal and 

enforceable and that achieves the same objective. 

28. Waiver. None of my obligations under this Employment Agreement shall be deemed to have been waived by the Employer 

except if the giving of such waiver is contained in a written notice given to me and no such waiver shall be deemed to be a 

waiver of any other or further obligation I have under this Employment Agreement. 

29. Entire Agreement. This Employment Agreement, the Employer’s employment application, the Terms and Conditions of 

Service issued pursuant to the offer of employment and any documentation employing me or transferring me to the Employer, 

contain the entire understanding between me and the Employer or any other Deloitte Entity with respect to the subject matter 

hereof and supersedes all prior representations, warranties, and agreements with respect to such subject matter, and no 

representations, warranties or other covenants exist with respect to such subject matter that are not contained or 

expressly referred to herein. Notwithstanding the foregoing, any written agreement between a Deloitte Entity and me with 

respect to the subject matter hereof that was signed by me prior to the effective date of this Employment Agreement shall 

remain valid and enforceable according to the terms of such agreement with respect to all acts and omissions occurring 

prior to the effective date of this Employment Agreement. In the event of a conflict between this Employment Agreement and 

the employment application or any other document purporting to set forth terms and conditions of my Employment, this 

Employment Agreement will control. 

30. Transfer and Assignment.   Unless as the Employer shall otherwise determine, the rights, obligations and benefits of the 

Employer under this Employment Agreement, including but not limited to those rights and benefits relating to my post- 

Employment obligations set forth in this Paragraph 30 and in Paragraphs 4, 5, 7, 8, 9, 10, 11, 12, 14, 15, 16, 17, 18, 19 and 

23 above, are transferred and assigned, in whole or in part (as the Employer shall determine) and without the need for my 

consent or the formality of documentation or prescribed processes, to (a) any Deloitte Entity in connection with my transfer 

to that Deloitte Entity or (b) any entity that acquires all or a part of the assets or business of the Employer. All provisions of 

this Employment Agreement shall inure to the benefit of and be binding upon the respective heirs, executors, administrators, 

representatives, successors, and assigns of the Employer and me, and any Deloitte Entity to which I may be transferred 

during my Employment, provided, however, none of my duties or obligations under this Employment Agreement may be 

assigned or transferred by me to any other person or entity without the Employer’s prior written approval of such assignment 

or transfer. Any purported assignments in violation of this Paragraph 30 shall be null and void. 

31. Headings. The headings contained in this Employment Agreement are for reference purposes only and shall not affect in 

any way the meaning or interpretation of this Employment Agreement. 

 

 
I have read the foregoing, understand it, and agree to comply with its terms. 

 
For Deloitte Tax Services India Private Limited 
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OMKAR CHANDRAMOULI KONCHUR 

Talent 

 
 

Authorized Signatory 
 

Effective as of May 30, 2022, I accept all the terms and conditions of the Employer as stipulated in this Employment 

Agreement. 

 

 
Sowmya B  

 

Signature Name 
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EXHIBIT A 
 

The definitions below apply to the italicized terms that appear in the Employment Agreement (including the exhibits): 

 
Attest Client – attest client (or an affiliate of such client) of Deloitte & Touche LLP or aDeloitte Entity. 

 
Authorized Signatory – a director, officer or other person who is authorized to sign on behalf of a Deloitte Entity. 

 
Confidential Information – any information not generally known to the public, in any Form, that (1) relates to the operation 

of a Deloitte Entity or provides the Deloitte Entities with a competitive advantage, (2) consists of Personally Identifiable 

Information (PII) or other personal information about Personnel, client and other third party personnel, independent contractors, 

subcontractors, agents, vendors, suppliers or others which the Employer or another Deloitte Entity receives in the course of 

business, and (3) all other information entrusted to the Employer or another Deloitte Entity by clients and other third 

parties. Confidential Information includes, but is not limited to, Intellectual Property, supplier information, designs, business or 

marketing plans, forecasts and financial information, tax returns, tax identification numbers, agreements, client or prospective 

client lists, specific information about clients or prospective clients such as preferences for specific products and services, client 

or prospective client needs based on financial history and past purchases of services, client or prospective client development 

plans, specific rates charged to a client or offered to a prospective client and other business or client records. Confidential 

Information also includes, but is not limited to, debit or credit card information, employment applications, organization charts, 

performance ratings and other personnel records. 

 
Deloitte Entity – the Employer, Deloitte LLP, and any corporation, company, partnership, limited liability company or other 

entity (a) that (i) is owned, directly or indirectly, in whole or in part, by Deloitte LLP (the “Deloitte U.S. Firms”), including but 

not limited to Deloitte LLP subsidiaries in India, the Deloitte Touche Tohmatsu verein, Deloitte Global Services Limited, 

Deloitte Global Services Holdings Limited, Deloitte Touche Tohmatsu Limited (“DTTL”) or any member firm of DTTL or affiliate 

thereof (collectively, the “DTTL Member Firms”) or (ii) controls, is controlled by or is under common control with any of the 

entities listed in clause (i); or (b) in which any Personnel participated on its behalf, or carried out any duties with respect to 

its affairs. For purposes of this Employment Agreement, the term “control” (including the terms “controlled by” and “under 

common control with”) means the possession, directly or indirectly, of the power to direct or cause the direction of the 

management and policies of a person or entity, whether through the ownership of voting securities, by contract, or otherwise. 

 
Deloitte Property – Confidential Information, Systems, equipment, debit and credit cards issued in connection with my 

Employment, furniture, facilities and any and all other materials owned, licensed or leased by a Deloitte Entity, including, without 

limitation, computerized or electronic information and all copies thereof in any form or media, created by, furnished to, obtained 

by or prepared by me in the course of my employment in any capacity. 

 
Deloitte India (Offices of the US) - The following companies shall be deemed to be the affiliates of each other and are 

collectively referred to as Deloitte India (Offices of the US): (i) Deloitte Consulting India Private Limited (ii) Deloitte Tax Services 

India Private Limited (iii) Deloitte Support Services India Private Limited (iv) Deloitte Financial Advisory Services India Private 

Limited and (v) Deloitte & Touche Assurance & Enterprise Risk Services India Private Limited. 

 
Electronic Communications – all text, audio, video, images, information, data, files and attachments created, displayed, 

sent, received, posted, accessed or stored, whether deleted or not, by means of the Systems. 

 
Employment – the nature of my relationship with the Employer or a Deloitte Entity pursuant to this Employment Agreement.   

Alternatively, and depending on context, Employment is the period of time during which this relationship persists. 

 
Form - paper, computer disc, USB drive, website; any other tangible or electronic medium by which information may be 

stored or accessed; and human memory. 

 
Independence – National Office (Independence) of Deloitte LLP. 

 
Intellectual Property - works of authorship (including, without limitation, books, articles, data compilations, software and 

other copyrightable materials), materials, patents, inventions, designs, techniques, methodologies, processes, discoveries, 

know-how, ideas, trade secrets, moral rights, trademarks and other indicia of origin together with the goodwill therein, and all 

patent applications, copyright and trademark applications and registrations, and extensions and renewals thereof, throughout 

the world. 

 
Intellectual Property Rights – all rights, title and interest in Intellectual Property. 

 
PCAOB – the United States Public Company Accounting Oversight Board. 
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Personal Creations – Intellectual Property that meet all of the following criteria: (1) it is conceived, developed, and created 

by me on my own time without using Deloitte Property or Personnel (during work hours), facilities, Confidential Information or 

Works of a Deloitte Entity, (2) it is unrelated to the actual or reasonably anticipated business or research and development of 

a Deloitte Entity, and (3) it does not result from any work performed by me and thePersonnel (during work hours) for a Deloitte 

Entity. 

 
Personnel – partners, principals, members, officers and employees of a Deloitte Entity. 

 
PII – information (excluding business contact information such as an individual’s name and one or more of the following: 

organization name, organizational title, organizational role, business address, business telephone number (including business 

cell phone number and business email address) relating to an identified or identifiable natural person. An identifiable natural 

person is a natural person who can be identified, directly or indirectly, by reference to an identification number or factors specific 

to his or her physical, physiological, mental, economic, cultural or social identity. Set forth below is a non-exclusive list of 

information that constitutes PII when such information relates to an identified or identifiable natural person: 

Account number (bank account, credit card, etc.) 

Address 

Biometric identifier 

Certificate or license number 

Date of birth 

Government identifiers (such as PAN) 

Name* 

Personnel Number 

Photograph or video identifiable to an individual 

Vehicle identifier or serial number 

Other information related to an individual that may directly or indirectly identify that individual (e.g., salary, 

performance rating, purchase history, call history, etc.) 

* Note: When an individual’s name is used with PII that is not business contact information, it is included in the definition of 

PII. 

 
Pre-existing Agreements or Arrangements – agreements or arrangements that (1) relate to any Pre-existing Creations; 

or (2) may affect my ability to comply with the requirements of this Employment Agreement, including all contractual and other 

restrictions or obligations with other parties, including any post-employment restrictions and required notifications to the 

extent applicable under 18 United Stated Code §207, CFR 3.104-4, and India laws, rules and regulations that may or will impose 

limitations on my professional activities during my Employment (such as any non-compete agreements with prior employers 

and the one-year ban on lobbying contacts). 

 
Pre-existing Creations – any Intellectual Property and Intellectual Property Rights that were developed or created by me, 

alone or with others, or otherwise acquired by me, before the period of my employment in any capacity with the Employer, in 

which I claim any ownership or right. 

 
Proceedings – past or pending (1) actual or threatened claims or complaints of, or arising out of service to, present or 

former clients, (2) regulatory, self-regulatory, disciplinary, administrative, civil or criminal investigations, inquiries, charges, 

complaints, actions, sanctions, alternative dispute resolution proceedings, other proceedings or matters (other than criminal 

proceedings which relate solely to the operation of a motor vehicle) of any kind or nature, in India or any other jurisdiction, 

against me, including criminal proceedings arising out of my provision of professional services, proceedings brought by a 

professional association, or proceedings involving the Securities and Exchange Board of India, United States Securities and 

Exchange Commission or the PCAOB, other professional bodies like the Institute of Chartered Accountants of India or (3) matters 

of any kind or nature which could adversely affect my association with the Employer or my ability to perform my duties or 

responsibilities to the Employer, whether set forth in this Employment Agreement or otherwise, or my registration with or 

licensure by any governmental, quasi-governmental, or other regulatory agency, body or entity, in or outside the United States 

or India. 

 
Systems – the communications systems or any part of such systems that a Deloitte Entity owns, licenses or operates and 

approves for use, including, but not limited to, e-mail, text messaging, Lotus Notes, Deloitte Online (eRoom), instant messaging, 

local area network, wide area network, Intranet (e.g., DeloitteNet, D Street), Internet, extranet, collaborative tools (e.g., blogs, 

wikis, etc.), laptop and desktop computers, servers, air cards, Personal Digital Assistants, cell phones, telephones and voicemail. 

 
Works - all Intellectual Property, in any Form, created by me, alone or with others, during the period of myEmployment that 

(1) is created within the scope of my Employment; (2) relates in any manner to the actual or anticipated business, research, 

or development of a Deloitte Entity; (3) results from any work assigned to or performed by me, alone or with others, for the 

Employer; or (4) is created with the use of Deloitte Property. 
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EXHIBIT B 

 
Pre-existing Creations; Pre-existing Agreements or Arrangements 

I understand and agree that the Employer makes no attempt to verify my claim of ownership to any of thePre-existing 

Creations listed, and makes no admission that any Pre-existing Creations listed are owned by me. 

[If yes, please enter details below] 
 

Yes, I do have Pre-existing 

Creations, Pre-existing 

Agreements or Arrangements 

X No, I do not have Pre-existing 

Creations, Pre-existing 

Agreements or Arrangements 

 

Title Date Brief Description 

 

 

 

 

 
Signature Date 

 

 
Sowmya B  

 

Name (Print) 

 

 
ACCEPTED AND AGREED TO: 

Deloitte Tax Services India Private Limited 

 

 
 

OMKAR CHANDRAMOULI KONCHUR 

Talent 

 
 

 
Its: Authorized Signatory 

Apr 4, 2022 
 

 

Date 
 

An Authorized Signatory’s signature is required only if Pre-existing Creations or Pre-existing Agreements or Arrangements are 

listed pursuant to Paragraphs 2 and 11 of this Employment Agreement.   The signature of an Authorized Signatory indicates his 

or her judgment made in light of Paragraph 2 that Pre-existing Creations, if any, are described and explained in sufficient detail 

so that the likelihood of confusion between the employee’s Pre-existing Creations and the Intellectual Property of a Deloitte Entity 

can be avoided or minimized in the future and further indicates that thePre-existing Agreements or Arrangements have been 

obtained and reviewed and that the Authorized Signatory is satisfied that such Pre-existing Agreements or Arrangements will 

not interfere with the employee’s ability to comply with the requirements of this Employment Agreement. 
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EXHIBIT C 
 

Proceedings 
 

[none, unless otherwise specified] 

 

 
 

Yes, I do have Proceedings to report 
 

X No, I do not have Proceedings to report 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
My signature below certifies that to the best of my knowledge, the information I have provided above, pursuant to Paragraph 

3, is complete and accurate. 

 

 

 

 

 

 

 
Sowmya B  

 

Signature Name Date 
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EXHIBIT D 
 

Exceptions to Post-Employment Restrictions: re: Clients 
 

[none, unless otherwise specified] 

 
As specified in Paragraph 13, I agree that after a period of three (3) years from my start date or the date of my employment, 

as the case may be, the Employer will have invested sufficient time, financial support and effort in developing and serving the 

clients listed on Exhibit D to support the application of the obligations of Paragraph 12 to those clients. 
 

Yes, I do have 

Post-Employment Restrictions 

re: Clients 

 

X No, I do not have 

Post-Employment Restrictions 

re: Clients 

 

Name of Client Specified Kind of Services(s) Permitted 

 

 
 

ACCEPTED AND AGREED TO: 

 
 

 

Deloitte Tax Services India Private Limited 
 

OMKAR CHANDRAMOULI KONCHUR 

Talent 

 
 

 
Its: Authorized Signatory 

 
I have read and understood the above policy terms. 

Apr 4, 2022 
 

 

Date 

 

 
Sowmya B  

 

Signature Name Date 
 

An Authorized Signatory’s signature is required only if information is provided pursuant to Paragraph 13 of this Employment 
Agreement. The signature of an Authorized Signatory indicates his or her judgment that criteria in Paragraph 13 have been fully 
satisfied, the clients listed have been properly identified, and the kinds of services permitted have been described with sufficient 
specificity. 



DocuSign Envelope ID: 3172E049-F532-4D06-9291-9568B25F1F95 

Regd. Off.: Floor 10, Deloitte Tower 1, Survey No. 41, Gachibowli Village, Ranga Reddy District, Hyderabad - 500032, Telangana, India. 

GST Reg No: 36AABCD9771F1ZH CIN: U74140TG2004PTC043433 

This is a system generated offer 

Page 16 of 19 

 

 

Terms and Conditions of Service 

 
In continuation to our offer of employment with Deloitte Tax Services India Private Limited (the “Employer”), please note 

the terms and conditions of service. 

 
The italicized terms in these Terms and Conditions of Service are defined in Exhibit A of the Non-Disclosure, Non-Solicit and 

Intellectual Property Rights Assignment Agreement hereto. 

 
Terms of Service 

 
1. COMPLIANCE WITH INDEPENDENCE, ETHICS AND OTHER REQUIREMENTS 

 
Deloitte & Touche LLP performs attest services for certain of its clients and is subject to the independence requirements of, 

among others, the United States Securities and Exchange Commission (SEC), the United States Public Company Accounting 

Oversight Board (PCAOB), and the American Institute of Certified Public Accountants (AICPA). These requirements mandate 

that certain of the Employer's employees and their relatives be independent of some or all of such attest clients and their 

affiliates in accordance with the policies of Deloitte LLP and its subsidiaries (the "Deloitte US Entities"). 

 
Upon joining the Employer, you will be asked to review a listing of the attest clients and the affiliates of such clients of certain 

of the Deloitte US Entities and disclose relationships or financial holdings that you or your relatives may have that could affect 

the independence of the Deloitte US Entities. Any relationships or holdings that conflict with, among other things, the 

requirements of the SEC, the PCAOB or the AICPA or the independence or ethics policies of the Deloitte US Entities will need 

to be resolved immediately. Further, you will be required to comply with these policies throughout your career with the Employer, 

including, when applicable, maintaining a current list of certain of your financial interests (but not their value) in the 

independence tracking system. 

 
As a condition to your joining the Employer and continued employment, you are required to complete a representation regarding 

your understanding of, and compliance with, independence and other matters, on a periodical basis (as requested beginning on 

or prior to the date of you joining the Employer, annually thereafter, and upon certain changes in your role in the Employer), 

the details of which are provided in the independence representation. An example copy of this representation form is available 

for your reference on www.deloittenet.com. The representation should be made to the best of your knowledge and ability. It is 

your responsibility to consult on any matter should you be uncertain or have a question. You are also requested to refer to 

www.deloittenet.com and Independence for more information in this respect. The representations made by you will be subject 

to an audit and may be reviewed by Deloitte LLP representatives and shared with certain third parties. If you are selected for 

such an audit, you will need to submit certain personal financial records to Deloitte LLP’s internal audit team. Please be assured 

that Deloitte LLP fully intends to keep all information obtained through the audit process confidential and secure. You hereby 

give your consent to Deloitte LLP to use the information provided by you for such purposes as provided in the policies regarding 

independence and ethics. 

 
In the event you (i) do not cooperate or comply with the independence requirements, or (ii) do not complete the necessary 

representations, or (iii) make inaccurate representation(s); you may be subject to disciplinary action including and up to 

termination of employment with the Employer. 

 
Please feel free to contact or consult Independence should you require any further information or if you have any specific concerns 

in this respect. 

 

2. NON DISCLOSURE, NON SOLICIT AND INTELLECTUAL PROPERTY RIGHTS ASSIGNMENT AGREEMENT 

(“Employment Agreement”) 

 
You will be expected to sign the Employer’s Employment Agreement. Please contact Talent for further details. 

 
3. HARRASSMENT POLICY 

Administrative Policy Release (“APR”) 213 is the Employer’s policy prohibiting harassment. Deloitte LLP's subsidiaries 

located in India (“Deloitte India (Offices of the US)”) are committed to providing a working environment that is free from 

harassment based on caste, place of birth, race, religion, creed, color, citizenship, national origin, age, sex, gender, sexual 

orientation, marital status, disability, genetic information or any legally protected basis, in accordance with applicable Indian 

central, state or local law. Expressly forbidden are unwelcome sexual advances, requests for sexual favors, and other verbal 

or physical conduct of a sexual nature. Depending on the circumstances, such harassment may also include conduct such as 

stereotyped or demeaning remarks or gestures or the display or circulation, whether in writing or electronically, of materials 

or pictures offensive to persons because of their caste, place of birth, race, religion, creed, color, citizenship, national origin, 

age, sex, gender, sexual orientation, marital status, disability, genetic information or any legally protected basis in 

http://www.deloittenet.com/
http://www.deloittenet.com/
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accordance with applicable Indian central, state or local law. The full policy will be accessible to you on DeloitteNet after 

joining Deloitte U.S. India. 

 

4. WORKING HOURS, HOLIDAYS, LEAVES AND MATERNITY BENEFITS 

 
You will be provided with your standard working hours, which may vary over the course of your career. The Employer may, 

from time to time, subject to applicable laws, require the employee to work beyond these hours. 

 
You shall be entitled to paid holidays and leave as per the Employer’s policies. 

 
Women employees are eligible for maternity benefits as per the recent amendments (2017) in the maternity benefit act, 

1961, including having 26 weeks of maternity leave with pay, as applicable. 

 

 

5. RETIREMENT AGE 

 
The age of retirement for employees of Deloitte India (Offices of the US) is 60 years. Your employment will therefore 

automatically terminate at the end of the month in which you attain 60 years. 

 

 

6. TRANSFERS 

You may be transferred, assigned, or asked to attend training at the offices of a Deloitte Entity or its clients or third parties in 

India or abroad with or without additional compensation. In such an event, you will also be governed by the terms and conditions 

of service applicable to the transfer, assignment, or training. 

 

7. NOTICE PERIOD FOR TERMINATION OF SERVICES 

 
The notice period for termination of your services is 60 Days by either side and/or salary in lieu of notice period on part of 

the Employer only. 

The Employer expects all employees to maintain the highest standards of professional conduct at all times. 

 
In order to assure orderly operations and provide the best possible work environment, the Employer expects you to follow rules 

of conduct that will protect the interests and safety of all personnel, including but not limited to the Code of Ethics and 

Professional Conduct. 

 
In the event of any breach of the Code of Ethics and Professional Conduct, non-performance of a contractual obligation or the 

terms and conditions laid down in this Annexure, or if you engage in any misconduct whether or not in connection with or 

affecting the business or affairs of the Employer or the work conduct, as specified by Employer, you will be subject to disciplinary 

action up to and including termination of your services/ employment with the Employer without any notice or payment in lieu 

of notice notwithstanding any other terms and conditions stipulated herein. 

 

8. MISCONDUCT 

 
Misconduct may include but is not limited to: 

 
• Irregular attendance: repeated or excessive absence, tardiness or early departures/ late comings without approval. 

• Unreported or unapproved absence (including overstay of leave) for more than five consecutive days or deviation from 

assigned and accepted schedule for more than five days. 

• Falsification or manipulation in background verification process or employment records, employment information, or other 

records prior to or after joining the Employer. 

• Falsification or manipulation of Deloitte Time & Expense (DTE). 

• Knowingly providing false statements, either verbally or in written form. 

• Neglect of normal duties and functions. 

• Practices such as reading personal materials during working time, having obscene or inappropriate posters or screen savers 

at your work station, playing games at your work station, etc. 

• Continued discharge of work functions that do not meet the standards reasonably expected. 

• Breach of the confidentiality provision in the Non-Disclosure, Non-Solicit and Intellectual Property Rights Assignment 

Agreement including disclosing to any unauthorized person any Confidential Information or PII. 
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• Willful insubordination or disobedience, whether or not in combination with another, of any lawful and reasonable 

instructions of any member of management or any authorised person. 

• Engaging in unapproved outside employment and activities as defined in APR 218 (US & IND) 

(https://deloittenet.deloitte.com/About/Policies/Admin/Pages/218_OutsideEmploymentActivities_US.aspx). 

• Installing, downloading, copying or duplicating any unauthorized or unlicensed software, programs, games, or attachments 

on any computer system of the Employer or of any Deloitte Entity or its clients. 

• Engaging in any illegal activities. 

• Workplace violence, including threats of physical violence. 

• Corporate credit card delinquencies. 

• Causing damage to the property of the Employer, any Deloitte Entity, its clients, or their respective personnel 

• Going on or abetting a strike in contravention of any law. 

• Theft of any property belonging to another, the Employer or any Deloitte Entity, or their respective personnel, clients, or 

visitors 

• Possession of firearms, explosives, knives or any instruments that can be used as an injurious or deadly weapon in the 

workplace or at any Deloitte Entity sponsored event. 

• Corruption, fraud, or misappropriation of funds. 

• Failure to comply with the policies, guidelines, rules and regulations of the Employer or a Deloitte Entity as applicable. 

• Excessive personal use of the Employer’s telephone, fax or computer systems. 

• Failure to adhere to applicable laws. 

• Any act prejudicial to or in conflict with the interests of the Employer or a Deloitte Entity. 

 
The above terms and conditions are based on, and should be read in conjunction with, the Employer’s policies, guidelines, 

procedures and other rules currently applicable, including but not limited to Administrative Policy Releases (APRs) and 

Deloitte India (Offices of the US)’s other policies, guidelines, rules, and regulations. The above rules are subject to amendments 

from time to time and the amended rules, policies, procedures, and guidelines would be posted on the Employer’s Intranet site 

i.e. 

https://deloittenet.deloitte.com/Pages/Home.aspx for employee reference. The policies will be updated from time to time in the 

future and we deem to have your consent to any and all such changes. Furthermore, upon acceptance of employment with the 

Employer, you may be requested to read and acknowledge acceptance of various policies and guidelines of the Employer. It is 

expected that you will read and acknowledge all such communications. 

 

 
 

Effective as of May 30, 2022, I accept all the terms and conditions of the Employer as stipulated in these Terms and Conditions 

of Service. 
 

 
 

 

Signature Name 

Sowmya B  

https://deloittenet.deloitte.com/About/Policies/Admin/Pages/218_OutsideEmploymentActivities_US.aspx
https://deloittenet.deloitte.com/Pages/Home.aspx
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Apr 4, 2022 

 

Ms. Sowmya B  
 

No 5/9 Kaveri Nivas 6Th Main Road 

Near Muthoot Finance Maruthi Extension 

Gayathri Nagar Bangalore North Srirampuram, 

Karnataka, 560021 

India 

 

 

Training Bond 

 
Dear Sowmya: 

 
On behalf of Deloitte Tax Services India Private Limited, please accept our congratulations on your recent offer of 

employment to join the Company as Tax Consultant I pursuant to the terms and conditions of your offer letter dated May 

30, 2022. You made a very favorable impression with everyone you met and we are excited about the possibility of you joining 

the Company. 

 
As you may be aware, as a condition of employment with the Company, you may be required to travel Overseas to attend a 

series of training sessions for a period of up to 90 days. This training will be a combination of classroom procedural training as 

well as on-site training to observe employees conducting similar work at various client locations. This training represents the 

confidence we have in your ability to be a valuable member of the practice of the Company. 

 
As per Company policy, we kindly bring to your attention that all employees attending training overseas are required to sign a 

Training Agreement which will obligate the employee to repay a calculated amount of the costs associated with the training, 

only if the employee resigns his/her position or are terminated for cause within a specified period after completion of the training 

(usually between 6 to 18 months). This repayment obligation disappears after the specified period of time has lapsed. 

We all look forward to seeing you again soon and having you join our team of outstanding professionals. 

 
Sincerely, 

For Deloitte Tax Services India Private Limited 

 

 

 
By:    

Signature 

 
Authorized Signatory 



PRIVATE AND CONFIDENTIAL

Reference No. - 1384046810
Applicant ID -   4395110

24-Mar-2022

Prabha H N 

Dear Prabha,

We take great pleasure in extending an offer to you for being a part of ICICI Bank. 

Please find enclosed the job offer letter. Kindly note, that the offer of appointment is 
subject to you having fulfilled the requirements of successful completion of the degree 
programme within the timeline- which is the basic requirement of your eligibility. In an 
event, where the laid out requirements are not met within the stipulated timeline, this offer 
shall be withdrawn, cancelled and stand revoked which please take a note of.

Please quote your reference number, which is appearing on the top of this letter for all 
future correspondence.

In case you have any queries please feel free to contact at the below mentioned details: 

E-Mail Address : icicicareers@icicibank.com

Telephone No. : 022-71872500

Yours sincerely,

 ICICI Bank HR Team



PRIVATE AND CONFIDENTIAL

Reference No. - 1384046810
Applicant ID -  4395110

24-Mar-2022

Prabha H N 

Dear  Prabha,

We are pleased to make you an offer of appointment as Assistant Manager in ICICI Bank. You 
will be placed in CORPORATE EMP SOLUTIONS GROUP at  BANGALORE - HOODI.

Kindly note, that the offer of appointment is subject to you having fulfilled the requirements of 
successful completion of the degree programme within the timeline- which is the basic 
requirement of your eligibility. In an event, where the laid out requirements are not met within the 
stipulated timeline, this offer shall be withdrawn, cancelled and stand revoked which please take 
a note of.
The details of your remuneration and benefits are given in Annexure.

The following are the terms and conditions of the appointment.

Commencement/Term:

• You shall be required to join the Bank on or before 11-Apr-2022.

• You will be on probation for a period of one year or such extended period as may be
decided by the Bank based on your performance during the probation period.

• On satisfactory completion of your probation period, including that of extended period, if
any, you will be confirmed in the services of the Bank in writing.

Other Terms and Conditions of Service:
a) Professional Ethics & Confidentiality:  While you are in the services of the Bank, you are

not permitted to carry on any business or profession or enter, for any part of your time, in any
capacity, the services of, or be employed by or engaged with any other firm, company or
person. You will devote your whole time and attention to your office work to promote the
interest of the Bank. You will not divulge details like your compensation structure (CTC),
performance rating, performance bonus amount, increment, etc. and will not divulge to any
person or utilize any of the Bank’s secrets or other related information (which you may
possess by reason of your association with the Bank) with any external agencies, press etc.
outside the Bank. Any act in breach of this term would entail initiation of appropriate action as
deemed fit by the Bank.

b) IT Security Practice & Procedures: While you are in the services of the Bank, you will
adhere to the IT Security Practice & Procedures as prescribed by ICICI Bank. Any instance/s
of violation or any attempted violation of the aforesaid IT Security Practices and Procedures
on your part shall result in disciplinary action.
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Reference No. - 1384046810   
Prabha H N 

 Notice Period: In case you decide to leave the Bank's services during probation period or
after confirmation, you will be required to give thirty days' notice. The Bank in its sole
discretion can decide to waive off/reduce the notice period depending upon the exigencies. In
such case, you would be required to pay to the Bank the gross salary for the notice period so
reduced/waived off.

After confirmation, your services would be liable to be terminated by the Bank, by giving thirty
days' notice or on payment of thirty days' gross salary in lieu of the notice period.

 Transfer: The Bank shall have the right to transfer/depute you to any of its offices or ICICI
group companies in India and abroad.

 Joining Competitor: In the event of termination of your services by the Bank or your
resignation from the services of the Bank, you shall not join any Banking or Financial
Services Company for a period of six months from the date of resignation/termination.

 Please note that during the course of your services with the Bank or in the event of cessation
of your services in future, due to any reason whatsoever, you shall, for a period of six months
from the date of such cessation, directly or indirectly, either on your own accord or on behalf
or in conjunction with any other person/s, firm or company refrain/desist from canvassing or
soliciting or attempting to or inducing any employee(s)/business associate(s) to leave their
current employment with the Bank/Group Companies/Business Partners to join the services
of your new employer/firm/company or any other competitor of the Bank/Group
Companies/Business Partners. Any act in contravention of the above provision shall entail
initiation of appropriate action as deemed fit by the Bank.

 Please note that during the course of your services with the Bank you cannot be a member
of any anti-social/national outfits or of any outfit which is declared as banned by the
Government. Any act in breach of this term would entail initiation of appropriate action as
deemed fit by the Bank.
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 Please note that while joining the services of the Bank and during the course of your services
with the Bank, you would be required to notify the Bank immediately with details of civil or
criminal case/s instituted against you in any Court of Law or any complaint/show cause
notice /prosecution with/by any Police Station or by any statutory authority, as also you will
notify any outcome of such complaint like filing of Chargesheet
/Arrest/Conviction/Acquittal/Discharge. Any act in breach of this term would entail initiation of
appropriate action as deemed fit by the Bank.

 The Bank expects resolution of issue/s relating to your employment, if any, within the
framework internally, at all times during your service period and even after cessation of
service due to any reason whatsoever. As such please note that any attempt to bring any
outside influence - directly or indirectly - upon any authority to further your interest/s in
respect of matters pertaining to your services with the Bank would amount to breach of
employment contract leading to initiation of appropriate action.

 Please note that during the course of your services with the Bank, you will not take part in
any demonstration/agitation against the Bank and its official/s for or on behalf of any external
bodies/political outfits- either as a member or as a sympathizer. Any act in contravention of
the above would be treated as prejudicial to the interest and reputation of the Bank leading to
initiation of appropriate action.

 Termination of Employment: Your services with the Bank are liable to be terminated:

 Without assigning any reason and without giving any notice during probation period
and after confirmation by giving thirty days' notice or on payment of thirty days' gross
salary in lieu of the notice period and at any time during your services with the Bank in
the event of
a) Any breach of the conditions mentioned in this letter on your part
b) You not successfully completing the degree programme within the stipulated

timeline during the current academic year and non-submission of your certificate
and mark sheet within 3 months of result announcement

c) Any incorrect information furnished by you like:
 Mismatch in your previous employment data even for a day
 Mismatch in your previous pay slip
 Fake qualification certificates etc; and

d) Suppression of any material information by you.

e) Any breach of the Rules and Regulations of the Bank as applicable/may be made
applicable to you from time to time.
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 General:

 Your appointment and continuation in employment are subject to reference checks,
successful completion of your course during the current academic year and submission
of your certificate and mark sheet within 3 months of joining.

 You will be bound by the Rules and Regulations of the Bank.

 You will keep us informed of any change in your residential address.

 Your acceptance is taken as your understanding that the role in ICICI Bank may involve
sales. You may be required to travel extensively as per the requirement of your job/role or
as may be needed for the exigencies of the Bank. Also, that you further understand that
your services in the Bank are transferrable in any location and profile including sales,
across geographies as per organization requirements.

If you are agreeable to the above mentioned terms and conditions, please intimate your
acceptance to us by returning a copy of this letter, duly signed by you, within seven days of
receipt. In case no confirmation is received within the above-mentioned period the appointment
letter shall be deemed to have been withdrawn.

Yours sincerely,

Amit Anand
Business HR Manager

I have read all the terms and conditions of the offer and would like to confirm my acceptance.

Signature of Applicant

Digitally signed by AMIT ANAND 
Date: 2022.03.22 19:05:13 +05:30
Reason: Offer Letter
Location: Mumbai
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Annexure:

Remuneration:

 Your Base Salary will be Rs. 84,000/- (Rupees Eighty Four Thousand  only) per annum.

 You will eligible for the Performance Linked Retention Pay, as per the policy of the Bank.
Please note that there is no guaranteed performance bonus, subject to however
provisions of the Payment of Bonus Act 1965, wherever applicable. The performance
linked Retention pay would be payable to an employee only if the employee on the day of
payout is on the rolls of the bank and he/she has not resigned and / or is serving notice
period.

Supplementary Allowances:

 You will be eligible for a Supplementary Allowance of Rs. 1,44,000/- (Rupees One Lakh
Forty Four Thousand only) per annum. Supplementary allowance will include
–Conveyance / Travel Allowance, LTA, Medical Reimbursement, Canteen and any other
allowance. All the components of supplementary allowance are subject to limits and rules
prescribed by Income tax act and policies of the bank.

 You will be eligible for HRA of Rs. 42,000/- (Rupees Forty Two Thousand  only) per
annum.

 The composition of supplementary allowance can be decided once in a year. The
unexercised amount of the supplementary allowance will be paid to the employee subject
to deduction of tax at source.

Superannuation Allowances:

 You will be eligible for a Superannuation Allowance of Rs. 12,600/- (Rupees Twelve
Thousand  Six Hundred  only) per annum.
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Prabha H N
Benefits: 

 Comprehensive Mediclaim Coverage for you and your immediate family up to
Rs.400,000/- (Rupees Four Lakh only) per annum. Your immediate family includes
yourself, your spouse and dependent children.You will also be eligible for Retirement
Benefits of the Bank; namely Provident Fund and Gratuity, in accordance with the
statutory requirements and/or, as per Bank policy.

 The salary and perquisites including supplementary allowance are subject to limits and
rules prescribed by the Income Tax Act / Rules and policies of the Company.

 Maternity leave benefits as defined under the Maternity Benefit (Amendment) Act, 2017
are offered to eligible women employees by the Bank.  Details of all types of leaves
including the Maternity leave benefits offered to employees and eligibility criteria for
availing such benefits are notified by the Bank under “Employee Benefit Policies”
available on the Bank’s intranet which will be accessible upon joining the Bank.

Signature of Applicant
Digitally signed by AMIT ANAND 
Date: 2022.03.22 19:05:13 +05:30
Reason: Offer Letter
Location: Mumbai



JOINING FORMALITIES

The process to join the Bank is by way of completing the online joining formalities. You are
required to complete the online joining formalities within 5 days from the date of accepting offer
letter. Please note that completion of online joining formalities is a mandatory process.

The login credentials are provided below:

URL: https://www.icicicareers.com/Careers/CP/CandidateLogin.aspx

Username:  Registered email id or Applicant id

Password:  Which has been already communicated to you through registered email id. In case,
you do not remember the password, please use “forgot password “option to generate a new
password.

Following documents (xerox copies) are required to be uploaded:

1) Self-attested copies of educational certificates and marksheets (Xth/XIIth/ Graduation/
Post graduation)

2) Work Experience Document

a. Resignation accepted letter from current organization

b. Relieving letter from two previous employers or companies worked in last five
years whichever is higher

3) Passport size Photograph (against Red background)

4) Address proof (Passport/Voter id/Ration card)

5) PAN Card

Please note that you are required to attend Induction program (I-Banker) on your date of joining.
You shall be communicated about the date, time and venue for induction program (I-Banker) by
your Recruitment Manager.



Remuneration Details

Name : Prabha H N 
Position: Assistant Manager 
Group: RETAIL BANKING GROUP

Assistant Manager
Monthly Annual

Basic 7000 84,000
HRA 3,500 42,000
Supplementary Allowance * 12,000 1,44,000
Superannuation Allowance ** 1050.00 12,600

Total 23,550 2,82,600

Retirals
Retirals (PF, Gratuity) *** 2,383 28,596

Total CTC 25,933 3,11,196

Performance Linked Retention Pay # 2,250 27,000

Total (incl PLRP) 28,183 3,38,196

* Supplementary allowance will include Conveyance / Travel allowance, LTA, Medical, Canteen and
any other allowance
*** You will be eligible for Retirement Benefits of the Bank; namely Provident Fund and Gratuity, in
accordance with the statutory requirements and/or, as per Bank policy
#Please note that there is no guaranteed performance linked retention pay, subject to however
provisions of the payment of Bonus Act 1965, wherever applicable.

Date: 24-Mar-2022
Digitally signed by AMIT ANAND 
Date: 2022.03.22 19:05:13 +05:30
Reason: Offer Letter
Location: Mumbai



PRIVATE AND CONFIDENTIAL

Reference No. - 1384046911
Applicant ID -   4396111

24-Mar-2022

Vikas Yadav

Dear Vikas,

We take great pleasure in extending an offer to you for being a part of ICICI Bank. 

Please find enclosed the job offer letter. Kindly note, that the offer of appointment is 
subject to you having fulfilled the requirements of successful completion of the degree 
programme within the timeline- which is the basic requirement of your eligibility. In an 
event, where the laid out requirements are not met within the stipulated timeline, this 
offer shall be withdrawn, cancelled and stand revoked which please take a note of.

Please quote your reference number, which is appearing on the top of this letter for all 
future correspondence.

In case you have any queries please feel free to contact at the below mentioned details: 

E-Mail Address : icicicareers@icicibank.com

Telephone No. : 022-71872500

Yours sincerely,

 ICICI Bank HR Team



PRIVATE AND CONFIDENTIAL

Reference No. - 1384046911
Applicant ID -  4396111

24-Mar-2022

Vikas Yadav 

Dear  Vikas,

We are pleased to make you an offer of appointment as Assistant Manager in ICICI Bank. You 
will be placed in CORPORATE EMP SOLUTIONS GROUP at  BANGALORE - HOODI.

Kindly note, that the offer of appointment is subject to you having fulfilled the requirements of 
successful completion of the degree programme within the timeline- which is the basic 
requirement of your eligibility. In an event, where the laid out requirements are not met within the 
stipulated timeline, this offer shall be withdrawn, cancelled and stand revoked which please take 
a note of.
The details of your remuneration and benefits are given in Annexure.

The following are the terms and conditions of the appointment.

Commencement/Term:

• You shall be required to join the Bank on or before 11-Apr-2022.

• You will be on probation for a period of one year or such extended period as may be
decided by the Bank based on your performance during the probation period.

• On satisfactory completion of your probation period, including that of extended period, if
any, you will be confirmed in the services of the Bank in writing.

Other Terms and Conditions of Service:
a) Professional Ethics & Confidentiality:  While you are in the services of the Bank, you are

not permitted to carry on any business or profession or enter, for any part of your time, in any
capacity, the services of, or be employed by or engaged with any other firm, company or
person. You will devote your whole time and attention to your office work to promote the
interest of the Bank. You will not divulge details like your compensation structure (CTC),
performance rating, performance bonus amount, increment, etc. and will not divulge to any
person or utilize any of the Bank’s secrets or other related information (which you may
possess by reason of your association with the Bank) with any external agencies, press etc.
outside the Bank. Any act in breach of this term would entail initiation of appropriate action as
deemed fit by the Bank.

b) IT Security Practice & Procedures: While you are in the services of the Bank, you will
adhere to the IT Security Practice & Procedures as prescribed by ICICI Bank. Any instance/s
of violation or any attempted violation of the aforesaid IT Security Practices and Procedures
on your part shall result in disciplinary action.
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Reference No. - 1384046911       
Vikas Yadav 

 Notice Period: In case you decide to leave the Bank's services during probation period or
after confirmation, you will be required to give thirty days' notice. The Bank in its sole
discretion can decide to waive off/reduce the notice period depending upon the exigencies. In
such case, you would be required to pay to the Bank the gross salary for the notice period so
reduced/waived off.

After confirmation, your services would be liable to be terminated by the Bank, by giving thirty
days' notice or on payment of thirty days' gross salary in lieu of the notice period.

 Transfer: The Bank shall have the right to transfer/depute you to any of its offices or ICICI
group companies in India and abroad.

 Joining Competitor: In the event of termination of your services by the Bank or your
resignation from the services of the Bank, you shall not join any Banking or Financial
Services Company for a period of six months from the date of resignation/termination.

 Please note that during the course of your services with the Bank or in the event of cessation
of your services in future, due to any reason whatsoever, you shall, for a period of six months
from the date of such cessation, directly or indirectly, either on your own accord or on behalf
or in conjunction with any other person/s, firm or company refrain/desist from canvassing or
soliciting or attempting to or inducing any employee(s)/business associate(s) to leave their
current employment with the Bank/Group Companies/Business Partners to join the services
of your new employer/firm/company or any other competitor of the Bank/Group
Companies/Business Partners. Any act in contravention of the above provision shall entail
initiation of appropriate action as deemed fit by the Bank.

 Please note that during the course of your services with the Bank you cannot be a member
of any anti-social/national outfits or of any outfit which is declared as banned by the
Government. Any act in breach of this term would entail initiation of appropriate action as
deemed fit by the Bank.
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Reference No. - 1384046911  
Vikas Yadav 

 Please note that while joining the services of the Bank and during the course of your services
with the Bank, you would be required to notify the Bank immediately with details of civil or
criminal case/s instituted against you in any Court of Law or any complaint/show cause
notice /prosecution with/by any Police Station or by any statutory authority, as also you will
notify any outcome of such complaint like filing of Chargesheet
/Arrest/Conviction/Acquittal/Discharge. Any act in breach of this term would entail initiation of
appropriate action as deemed fit by the Bank.

 The Bank expects resolution of issue/s relating to your employment, if any, within the
framework internally, at all times during your service period and even after cessation of
service due to any reason whatsoever. As such please note that any attempt to bring any
outside influence - directly or indirectly - upon any authority to further your interest/s in
respect of matters pertaining to your services with the Bank would amount to breach of
employment contract leading to initiation of appropriate action.

 Please note that during the course of your services with the Bank, you will not take part in
any demonstration/agitation against the Bank and its official/s for or on behalf of any external
bodies/political outfits- either as a member or as a sympathizer. Any act in contravention of
the above would be treated as prejudicial to the interest and reputation of the Bank leading to
initiation of appropriate action.

 Termination of Employment: Your services with the Bank are liable to be terminated:

 Without assigning any reason and without giving any notice during probation period
and after confirmation by giving thirty days' notice or on payment of thirty days' gross
salary in lieu of the notice period and at any time during your services with the Bank in
the event of
a) Any breach of the conditions mentioned in this letter on your part
b) You not successfully completing the degree programme within the stipulated

timeline during the current academic year and non-submission of your certificate
and mark sheet within 3 months of result announcement

c) Any incorrect information furnished by you like:
 Mismatch in your previous employment data even for a day
 Mismatch in your previous pay slip
 Fake qualification certificates etc; and

d) Suppression of any material information by you.

e) Any breach of the Rules and Regulations of the Bank as applicable/may be made
applicable to you from time to time.
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Reference No. - 1384046911      
Vikas Yadav

 General:

 Your appointment and continuation in employment are subject to reference checks,
successful completion of your course during the current academic year and submission
of your certificate and mark sheet within 3 months of joining.

 You will be bound by the Rules and Regulations of the Bank.

 You will keep us informed of any change in your residential address.

 Your acceptance is taken as your understanding that the role in ICICI Bank may involve
sales. You may be required to travel extensively as per the requirement of your job/role or
as may be needed for the exigencies of the Bank. Also, that you further understand that
your services in the Bank are transferrable in any location and profile including sales,
across geographies as per organization requirements.

If you are agreeable to the above mentioned terms and conditions, please intimate your
acceptance to us by returning a copy of this letter, duly signed by you, within seven days of
receipt. In case no confirmation is received within the above-mentioned period the appointment
letter shall be deemed to have been withdrawn.

Yours sincerely,

Amit Anand
Business HR Manager

I have read all the terms and conditions of the offer and would like to confirm my acceptance.

Signature of Applicant

Digitally signed by AMIT ANAND 
Date: 2022.03.22 19:05:13 +05:30
Reason: Offer Letter
Location: Mumbai
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Reference No. - 1384046911    
Vikas Yadav

Annexure:

Remuneration:

 Your Base Salary will be Rs. 84,000/- (Rupees Eighty Four Thousand  only) per annum.

 You will eligible for the Performance Linked Retention Pay, as per the policy of the Bank.
Please note that there is no guaranteed performance bonus, subject to however
provisions of the Payment of Bonus Act 1965, wherever applicable. The performance
linked Retention pay would be payable to an employee only if the employee on the day of
payout is on the rolls of the bank and he/she has not resigned and / or is serving notice
period.

Supplementary Allowances:

 You will be eligible for a Supplementary Allowance of Rs. 1,44,000/- (Rupees One Lakh
Forty Four Thousand only) per annum. Supplementary allowance will include
–Conveyance / Travel Allowance, LTA, Medical Reimbursement, Canteen and any other
allowance. All the components of supplementary allowance are subject to limits and rules
prescribed by Income tax act and policies of the bank.

 You will be eligible for HRA of Rs. 42,000/- (Rupees Forty Two Thousand  only) per
annum.

 The composition of supplementary allowance can be decided once in a year. The
unexercised amount of the supplementary allowance will be paid to the employee subject
to deduction of tax at source.

Superannuation Allowances:

 You will be eligible for a Superannuation Allowance of Rs. 12,600/- (Rupees Twelve
Thousand  Six Hundred  only) per annum.
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Reference No. - 1384046911    
Vikas Yadav 
Benefits: 

 Comprehensive Mediclaim Coverage for you and your immediate family up to
Rs.400,000/- (Rupees Four Lakh only) per annum. Your immediate family includes
yourself, your spouse and dependent children.You will also be eligible for Retirement
Benefits of the Bank; namely Provident Fund and Gratuity, in accordance with the
statutory requirements and/or, as per Bank policy.

 The salary and perquisites including supplementary allowance are subject to limits and
rules prescribed by the Income Tax Act / Rules and policies of the Company.

 Maternity leave benefits as defined under the Maternity Benefit (Amendment) Act, 2017
are offered to eligible women employees by the Bank.  Details of all types of leaves
including the Maternity leave benefits offered to employees and eligibility criteria for
availing such benefits are notified by the Bank under “Employee Benefit Policies”
available on the Bank’s intranet which will be accessible upon joining the Bank.

Signature of Applicant
Digitally signed by AMIT ANAND 
Date: 2022.03.22 19:05:13 +05:30
Reason: Offer Letter
Location: Mumbai



JOINING FORMALITIES

The process to join the Bank is by way of completing the online joining formalities. You are
required to complete the online joining formalities within 5 days from the date of accepting offer
letter. Please note that completion of online joining formalities is a mandatory process.

The login credentials are provided below:

URL: https://www.icicicareers.com/Careers/CP/CandidateLogin.aspx

Username:  Registered email id or Applicant id

Password:  Which has been already communicated to you through registered email id. In case,
you do not remember the password, please use “forgot password “option to generate a new
password.

Following documents (xerox copies) are required to be uploaded:

1) Self-attested copies of educational certificates and marksheets (Xth/XIIth/ Graduation/
Post graduation)

2) Work Experience Document

a. Resignation accepted letter from current organization

b. Relieving letter from two previous employers or companies worked in last five
years whichever is higher

3) Passport size Photograph (against Red background)

4) Address proof (Passport/Voter id/Ration card)

5) PAN Card

Please note that you are required to attend Induction program (I-Banker) on your date of joining.
You shall be communicated about the date, time and venue for induction program (I-Banker) by
your Recruitment Manager.



Remuneration Details

Name : Vikas Yadav
Position: Assistant Manager 
Group: RETAIL BANKING GROUP

Assistant Manager
Monthly Annual

Basic 7000 84,000
HRA 3,500 42,000
Supplementary Allowance * 12,000 1,44,000
Superannuation Allowance ** 1050.00 12,600

Total 23,550 2,82,600

Retirals
Retirals (PF, Gratuity) *** 2,383 28,596

Total CTC 25,933 3,11,196

Performance Linked Retention Pay # 2,250 27,000

Total (incl PLRP) 28,183 3,38,196

* Supplementary allowance will include Conveyance / Travel allowance, LTA, Medical, Canteen and
any other allowance
*** You will be eligible for Retirement Benefits of the Bank; namely Provident Fund and Gratuity, in
accordance with the statutory requirements and/or, as per Bank policy
#Please note that there is no guaranteed performance linked retention pay, subject to however
provisions of the payment of Bonus Act 1965, wherever applicable.

Date: 24-Mar-2022
Digitally signed by AMIT ANAND 
Date: 2022.03.22 19:05:13 +05:30
Reason: Offer Letter
Location: Mumbai
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January 19, 2022 

 

 

Name: Ms. BHAVYA SHREE GS 

         

 

Offer Of Employment 

 

 

Dear Ms. BHAVYA SHREE GS, 

 

Congratulations! We are pleased to offer you a position as Executive Trainee in Anand Rathi Group for our 

Bangalore office. 

 

Your total Fixed Compensation will be ₹ 450000/- (Rupees Four Lakhs Fifty Thousand Only) per annum. In 

addition to the fixed component you shall be eligible for Bonus/ Incentive as per the Company policy. A detailed 

employment letter will be issued upon joining. 

 

Please be advised that as agreed, your date of joining with us will be on or before 1st March 2022 as this offer 

expires on 3rd March 2022. 

 

You will be on Probation period for Six Months from DOJ. 

 

Please sign a duplicate copy of this letter as a token of acceptance of our offer at the terms mentioned above. 

  

Regards, 

 

For Anand Rathi Group 

 

 

 

Authorized Signatory 

 

I agree to accept above Offer and hereby signify my acceptance for the same. 

  

 

SIGNATURE WITH DATE:  _____________ 

 

NAME: Ms. BHAVYA SHREE GS 
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January 19, 2022 

 

 

Name: Mr. Gowtham S J 

         

 

Offer Of Employment 

 

 

Dear Mr. Gowtham S J, 

 

Congratulations! We are pleased to offer you a position as Executive Trainee in Anand Rathi Group for our 

Bangalore office. 

 

Your total Fixed Compensation will be ₹ 450000/- (Rupees Four Lakhs Fifty Thousand Only) per annum. In 

addition to the fixed component you shall be eligible for Bonus/ Incentive as per the Company policy. A detailed 

employment letter will be issued upon joining. 

 

Please be advised that as agreed, your date of joining with us will be on or before 1st March 2022 as this offer 

expires on 3rd March 2022. 

 

You will be on Probation period for Six Months from DOJ. 

 

Please sign a duplicate copy of this letter as a token of acceptance of our offer at the terms mentioned above. 

  

Regards, 

 

For Anand Rathi Group 

 

 

 

Authorized Signatory 

 

I agree to accept above Offer and hereby signify my acceptance for the same. 

  

 

SIGNATURE WITH DATE:  _____________ 

 

NAME: Mr. Gowtham S J 
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January 19, 2022 

 

 

Name: Ms. RADHA R 

         

 

Offer Of Employment 

 

 

Dear Ms. RADHA R, 

 

Congratulations! We are pleased to offer you a position as Executive Trainee in Anand Rathi Group for our 

Bangalore office. 

 

Your total Fixed Compensation will be ₹ 450000/- (Rupees Four Lakhs Fifty Thousand Only) per annum. In 

addition to the fixed component you shall be eligible for Bonus/ Incentive as per the Company policy. A detailed 

employment letter will be issued upon joining. 

 

Please be advised that as agreed, your date of joining with us will be on or before 1st March 2022 as this offer 

expires on 3rd March 2022. 

 

You will be on Probation period for Six Months from DOJ. 

 

Please sign a duplicate copy of this letter as a token of acceptance of our offer at the terms mentioned above. 

  

Regards, 

 

For Anand Rathi Group 

 

 

 

Authorized Signatory 

 

I agree to accept above Offer and hereby signify my acceptance for the same. 

  

 

SIGNATURE WITH DATE:  _____________ 

 

NAME: Ms. RADHA R 
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January 19, 2022 

 

 

Name: Ms. K.V.Lavanya 

         

 

Offer Of Employment 

 

 

Dear Ms. K.V.Lavanya, 

 

Congratulations! We are pleased to offer you a position as Executive Trainee in Anand Rathi Group for our 

Bangalore office. 

 

Your total Fixed Compensation will be ₹ 450000/- (Rupees Four Lakhs Fifty Thousand Only) per annum. In 

addition to the fixed component you shall be eligible for Bonus/ Incentive as per the Company policy. A detailed 

employment letter will be issued upon joining. 

 

Please be advised that as agreed, your date of joining with us will be on or before 1st March 2022 as this offer 

expires on 3rd March 2022. 

 

You will be on Probation period for Six Months from DOJ. 

 

Please sign a duplicate copy of this letter as a token of acceptance of our offer at the terms mentioned above. 

  

Regards, 

 

For Anand Rathi Group 

 

 

 

Authorized Signatory 

 

I agree to accept above Offer and hereby signify my acceptance for the same. 

  

 

SIGNATURE WITH DATE:  _____________ 

 

NAME: Ms. K.V.Lavanya 
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January 19, 2022 

 

 

Name: Mr. SURYA VIVEK 

         

 

Offer Of Employment 

 

 

Dear Mr. SURYA VIVEK, 

 

Congratulations! We are pleased to offer you a position as Executive Trainee in Anand Rathi Group for our 

Bangalore office. 

 

Your total Fixed Compensation will be ₹ 450000/- (Rupees Four Lakhs Fifty Thousand Only) per annum. In 

addition to the fixed component you shall be eligible for Bonus/ Incentive as per the Company policy. A detailed 

employment letter will be issued upon joining. 

 

Please be advised that as agreed, your date of joining with us will be on or before 1st March 2022 as this offer 

expires on 3rd March 2022. 

 

You will be on Probation period for Six Months from DOJ. 

 

Please sign a duplicate copy of this letter as a token of acceptance of our offer at the terms mentioned above. 

  

Regards, 

 

For Anand Rathi Group 

 

 

 

Authorized Signatory 

 

I agree to accept above Offer and hereby signify my acceptance for the same. 

  

 

SIGNATURE WITH DATE:  _____________ 

 

NAME: Mr. SURYA VIVEK 



 
 

  

          ANAND RATHI WEALTH LIMITED                       Registered Office : Express Zone, A Wing, 10th Floor, Western Express Highway, Goregaon (East)  
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January 19, 2022 

 

 

Name: Ms. CHAYA SHREE P 

         

 

Offer Of Employment 

 

 

Dear Ms. CHAYA SHREE P, 

 

Congratulations! We are pleased to offer you a position as Executive Trainee in Anand Rathi Group for our 

Bangalore office. 

 

Your total Fixed Compensation will be ₹ 450000/- (Rupees Four Lakhs Fifty Thousand Only) per annum. In 

addition to the fixed component you shall be eligible for Bonus/ Incentive as per the Company policy. A detailed 

employment letter will be issued upon joining. 

 

Please be advised that as agreed, your date of joining with us will be on or before 1st March 2022 as this offer 

expires on 3rd March 2022. 

 

You will be on Probation period for Six Months from DOJ. 

 

Please sign a duplicate copy of this letter as a token of acceptance of our offer at the terms mentioned above. 

  

Regards, 

 

For Anand Rathi Group 

 

 

 

Authorized Signatory 

 

I agree to accept above Offer and hereby signify my acceptance for the same. 

  

 

SIGNATURE WITH DATE:  _____________ 

 

NAME: Ms. CHAYA SHREE  
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January 19, 2022 

 

 

Name: Ms. AYESHA A 

         

 

Offer Of Employment 

 

 

Dear Ms. AYESHA A, 

 

Congratulations! We are pleased to offer you a position as Executive Trainee in Anand Rathi Group for our 

Bangalore office. 

 

Your total Fixed Compensation will be ₹ 450000/- (Rupees Four Lakhs Fifty Thousand Only) per annum. In 

addition to the fixed component you shall be eligible for Bonus/ Incentive as per the Company policy. A detailed 

employment letter will be issued upon joining. 

 

Please be advised that as agreed, your date of joining with us will be on or before 1st March 2022 as this offer 

expires on 3rd March 2022. 

 

You will be on Probation period for Six Months from DOJ. 

 

Please sign a duplicate copy of this letter as a token of acceptance of our offer at the terms mentioned above. 

  

Regards, 

 

For Anand Rathi Group 

 

 

 

Authorized Signatory 

 

I agree to accept above Offer and hereby signify my acceptance for the same. 

  

 

SIGNATURE WITH DATE:  _____________ 

 

NAME: Ms. AYESHA A 
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January 19, 2022 

Name: Mr.  VARUN N V  

Offer Of Employment 

Dear Mr.  VARUN N V, 

Congratulations! We are pleased to offer you a position as Executive Trainee in Anand Rathi Group for our 

Bangalore office. 

Your total Fixed Compensation will be ₹ 450000/- (Rupees Four Lakhs Fifty Thousand Only) per annum. In 

addition to the fixed component you shall be eligible for Bonus/ Incentive as per the Company policy. A detailed 

employment letter will be issued upon joining. 

Please be advised that as agreed, your date of joining with us will be on or before 1st March 2022 as this offer 

expires on 3rd March 2022. 

You will be on Probation period for Six Months from DOJ. 

Please sign a duplicate copy of this letter as a token of acceptance of our offer at the terms mentioned above. 

Regards, 

For Anand Rathi Group 

Authorized Signatory 

I agree to accept above Offer and hereby signify my acceptance for the same. 

SIGNATURE WITH DATE:  _____________ 

NAME: Mr.  VARUN N V 



Offer Letter

Date : Monday, December 20, 2021

Dear Keerthana S,

Congratulations on your decision to be a BYJUITE! At BYJU'S, we are on a mission to help students fall in love with learning across the 
world. We create learning journeys for every student that address their unique needs and make them lifelong learners. We hope your 
contributions and passion would help us achieve this mission.

It gives us immense pleasure to formalize your offer and appointment for the position of Future Leader - Marketing at Think and Learn Private 
Limited (hereafter referred to as ‘BYJU'S' or 'Company'’) in the Marketing (51000013) department subject to your acceptance of the terms of 
employment mentioned in this letter. The letter includes details of your compensation structure, probation and notice periods (Annexure A ). 
As you read through the details, please feel free to reach out to the recruiter who managed your process, with any questions or concerns.

Your date of joining at BYJU'S is Friday, April 15, 2022. Your onboarding details will be communicated by BYJU'S Onboarding Team post 
acceptance of the offer. In case you do not report at your job on or prior to Friday, April 15, 2022, the offer shall be deemed to be rejected by 
you. Please accept this offer in our HR portal so that we can initiate your onboarding process. Once initiated, you will be receiving an email 
confirmation for the same. In case you do not acknowledge and accept this offer letter on the HR portal within two working days, the offer 
would stand withdrawn.

Position Details and Compensation Overview

 Designation  Future Leader - Marketing
Department Marketing (51000013) 

Employment Type Regular
Work Location Hubli 

Fixed Compensation: ₹ 800000
Variable Compensation: ₹ 300000
Total Annual Cost to Company : ₹ 1100000

Details of bonuses (if any) are mentioned in Annexure A. You are requested to join the services of the Company not later than Friday, April
15, 2022, failing which you may please consider the offer to be withdrawn unless an extension to the date of joining has been mutually
agreed in writing. You are requested to signify your acceptance of this letter by accepting the offer on our HR portal and signing and returning
to us the duplicate copy of this letter on your day of Onboarding.
The terms of your employment contract are strictly confidential and should be treated as privileged information between yourself and the
Company. You are expected to maintain such information appropriately. We take this opportunity to thank you for the interest you have
shown in our organization and look forward to welcoming you on board for a fruitful career with us. We are certain that you will find challenge,
satisfaction, and opportunity in your association with the Company.

Best Regards,

Deeptha A R
Head – Human Resources
Think & Learn Pvt. Ltd 

Page 1 of 3



Annexure - A

Compensation Details

Name Keerthana S 

Designation Future Leader - Marketing 

Date Of Joining Friday, April 15, 2022  

Annual Cost To Company(CTC) ₹ 1100000

Fixed Compensation ₹ 800000

Variable Compensation ₹ 300000

Earnings

Component Category Annual

Basic Pay ₹400,000.00

House Rent Allowance ₹200,000.00

PF (Employer Part) ₹21,600.00

Leave Travel Allowance ₹84,000.00

Special Allowance ₹94,400.00

ESIC Employer Contribution ₹0.00

Statutory Bonus ₹0.00

Total Annual Earnings (Fixed CTC - Company PF Contribution) ₹778,400.00

Deductions

PF (Employee's Part) ₹21,600.00

ESIC Employee Contribution ₹0.00

Professional Tax As per Rules

TDS As per Rules

Total Annual Net Pay (Before Taxes)* ₹756,800.00

*Income Tax and Professional Tax would be deducted from the Total Annual Net Pay basis the government rules. Your takehome salary
would be Total Annual Net Pay - Taxes.

Bonuses (As Applicable)

Joining Bonus  : ₹  0    Retention Bonus  : ₹  0   Relocation Bonus  : ₹  0

1. The Income Tax liability regarding your salary and perks will be governed by the taxation laws of the country as applicable from time to
time.

2. The company shall be entitled to deduct, from the above remuneration payable to you, the following contractual, statutory, and compulsory
deductions:

Provident Fund
Income tax deducted at source at the rates applicable
Employment/Professional taxes
Dues to the company including loans and advances
Or any other applicable statutory deductions

3. Variable pay, if applicable, will be paid based on your performance and the company’s performance for the year. The payment is subject
to your being active (not serving notice) on the company rolls on the date of announcement of the Yearly Performance Pay.
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4. Benefits – All the full-time regular employees of the Company are eligible for our employee benefits program effective from their Date of
Joining.

You would be entitled to avail the below-mentioned benefits, which are governed by the prevailing company policy. More details regarding
benefits and related policies will be available on the HR Portal after the onboarding formalities are completed

Leaves 
Employee Medical Insurance
Employee Personal Accidental Insurance
Flexible Work From Home Options (for applicable roles) 
Employee Wellness (BYJU'S Let's Talk Initiative - 24 Hour one-on-one counselling from experts) 
Personal Developmental Workshops and Events
Gratuity, as per government rules

5. Joining Bonus will be paid only after successful completion of 1 Month with the company. The payment shall be disbursed in the next
immediate salary cycle. In the event of you resigning from the services of the Company on your own accord within 1 Year of employment,
you will be required to pay BYJU'S the full amount of the Joining Bonus received.
This clause is applicable only if the Joining Bonus component in the above structure is non-zero.

6. Retention Bonus will be paid only after successful completion of 1 Month with the company. The payment shall be disbursed in the next
immediate salary cycle, provided you are not serving the notice period and your performance for the year is deemed satisfactory.
This clause is applicable only if the Retention Bonus component in the above structure is non-zero.

7. Relocation Bonus will be paid only after successful completion of 1 Month with the company. It would be paid along with the next
immediate salary cycle. In the event of you resigning from the services of the Company on your own accord within one year of employment,
you will be required to pay BYJU'S the full amount of the Relocation Bonus received. This clause is applicable only if the Relocation Bonus
component in the above structure is non-zero. 

8. Probation  – On joining the Company you shall be on probation for 60 days. During this period, your employment may be terminated by
giving 2 days’ notice. You are also at liberty to resign from the services of the Company by giving 2 days’ notice in writing. Further, unless
otherwise communicated to you in writing, your services shall stand confirmed at the end of the period of probation. You hereby agree and
acknowledge that, in the event that you resign from the services of the Company within 30 (thirty) days from the date of signing this letter,
you will not be entitled to receive an experience letter from the company.

9. Separation and Notice Period – After confirmation of your appointment at the end of your period of probation, your services may be
terminated in the following manner

In the event of your resignation from the services of the Company, where you will be required to give the Company 60 days' written
notice, the notice period has to be served in full unless otherwise agreed mutually in writing. In case of failure to give the above
notice period, the Company shall have the right to deduct the salary in lieu of the notice period and you will not be eligible to be
hired by the Company in the future. You shall, on ceasing to be the employee of the Company for any reason and in addition to the
obligations under the Non-Disclosure and Confidential Information Agreement, forthwith return all Company properties, movableand
immovable, including all Company information and data in any form, files, reports, memoranda, software, credit cards, door and file
keys, computer access codes, laptops, desktops, and such other property which you received or in possession or prepared in
connection with your employment with the Company.
The Company will be entitled to terminate your services by giving you 60  days of notice in writing, or by payment of 60  days of
salary in lieu of such notice. In the event you desire to leave the services of the Company, you will be required to give the Company
60  days of notice in writing or 60  days of salary in lieu of such notice.
In the event of termination on disciplinary grounds including but not limited to embezzlement, fraud, gross negligence, willful
misconduct, or a material violation of Company policies, or you are found to be absconding from the services of the Company or for
any other reasons causing grievous loss/damage/disrepute to the Company/associates, your termination will be immediate and
without any notice or compensation.
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EduInstyn Learning Pvt Ltd 

675, 9th Main Rd, Sector 7 

HSR Layout, Bengaluru, 

Karnataka 560068 

CIN: U80902KA2022PTC156854 

PAN: AAGCE8604F 

study@instyn.school 

Dear PRAJWAL R  

Appointment letter 

Bangalore 

Further to your recent interview, conditional on and subject to no adverse findings arising 

from any of the employee background verification checks, required to be carried out by the 

Organization, I am pleased to offer you the following employment with Eduinstyn Learning Pvt Ltd, 

with a commencement date of 02/14/2022(Month/date/year). Please report to the undersigned 

on 02/14/2022(Month/date/year) will carry an annual CTC of INR 2,40,000/- at 11:00 AM at our 

office address - 675, 9th Main Rd, Sector 7, HSR Layout, Bengaluru, Karnataka based on the terms 

and conditions stated herein. This offer letter upon written acceptance by you shall be deemed as an 

Employment Agreement. 

1. BACKGROUND CHECKS AND REFERENCE CHECKS

a. During the term of your employment, you may also be subject to the same / similar / other

background verification checks being repeated at such intervals as may be determined solely by the 

Company. In the event that there are any adverse findings that arise during the course of or as a 

result of such background verification checks, you may be subject to disciplinary proceedings up to 

and including but not limited to termination of your employment. For the purpose of obtaining your 

present employer’s reference, you agree that your written acceptance will constitute your 

permission to write for reference checks. 

2. PROBATION

a. You will be on probation for a period of 15 days during which your performance shall be

reviewed by the Company. In case of unsatisfactory performance your probation may be ended or 

extended subject to additional conditions. 

b. Upon successful completion of the probation period without any extension you shall be

deemed to have been confirmed in the services of the Company as permanent Employee automatic. 

c. Upon your successful completion of probation period and becoming a regular employee, you

are required to work with us for a minimum tenure of 12 months from the date of confirmation. At 

any point in time if you wish to leave the company due to reasons of your own, you will have to pay 

a compensation amounting to 1 month’s total pay. 

d. NOTE: If you were hired as Trainee/Intern before for a period up to 3 months/6 Months.

The Probationary will be considered as void. 

3. JOB TITLE: Manger-Sales
As a term of your employment from time to time you may be required to undertake such 

other duties as they may be commensurate with the business needs of the Company. 

4. COMPENSATION

a. Your remuneration shall be as per Annexure titled “Annexure-1”.
b. Salary is subject to Income Tax and other statutory deductions and will be paid into a bank

account indicated by you. 

c. You will receive a monthly pay statement detailing gross pay and deductions. Any subsequent

changes to your salary will be highlighted in that statement. 
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d. Periodically your performance will be reviewed. If a performance award (bonus) is applicable,

it will usually be paid subject to your performance appraisal, ratings and company performance and 

other such criteria at payout intervals determined by the Company. 

e. In the event of an Income tax liability or any other tax liability or any statutory charges arising

as a result of your employment with the Company, these will be borne by yourself, and Company 

shall in no event be liable for payment of these taxes or any other charges of this nature for the 

period of your employment or after cessation of your employment with the Company. 

5. SALARY REVISIONS

a. The Company may undertake a periodic review of salaries, and will notify you of any

amendments which are to be applied. Such reviews will take due consideration of, amongst other 

things, inflationary, deflationary, market and other economic pressures impacting the company and 

the staff. 

6. DEDUCTIONS FROM PAY

a. When your employment ends, if the number of annual leaves you have taken exceeds your

entitlement, an appropriate deduction will be made from your full and final payout. 

b. Any leave balance outstanding in your name may be encashed subject to the Leave

encashment Policy applicable. 

c. If you are summarily dismissed, or you leave the Company without giving due notice under

your contract of employment, your entitlement to holiday pay ends with the date of termination. 

7. HOURS OF WORK

a. Your usual working hours shall be 8 hours excluding the breaks. However, you may be required

to put in additional hours as and when there is a business requirement. 

b. The business working days of the Company 6 Days a week. For any Shift working, the Company

shall inform you reasonably in advance. 

8. ADDITIONAL HOURS

a. Subject to your role qualifying for overtime under applicable statutory provisions if occasions

so arise when you may be required to work additional hours beyond normal hours. 

9. LEAVES

a. The Company’s holiday year runs from the first day of January to the last day of December in
the same year. 

b. In a Year, you are entitled to 15 days of earned leave, 6 days of casual leave and 6 days of sick

leave. This should be informed and approved by HR, AVP & VP/Head of the Department 15 days 

prior to the leaves. 

c. Please refer to the detailed Leave Policy upon joining.

d. No salary will be paid for periods of unauthorized absence. Unauthorized absence for a period

of more than 3 days shall result in termination of employment on grounds of abandonment of 

employment. 

e. Subject to conditions prescribed by the law, Maternity Leave for a period of 6 months shall be

available to women employees who have worked for a period of minimum of 80 days. 

10. PLACE OF WORK AND MOBILITY

a. Your usual location of work will be Bangalore. However, you may be required from time to

time to work at or from any office or location of the Company or within different companies 
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affiliated to Eduinstyn Learning Pvt Ltd. A change of your place of residence may be required from 

time to time and you may be transferred from one city to another for the business needs of the 

Company. In case of transfer, your transfer shall be subject to the Relocation Policy. 

 

11. RETIREMENT 

a. Normal retirement in the company is at age 58. Your employment will terminate automatically 

at the end of the month in which your 58th birthday occurs, unless you are otherwise advised by 

individual notice. You may also be retired earlier if found to be medically unfit or suffer any other 

incapacity that may impact on the effective performance of your services. 

 

12. RULES AND REGULATIONS 

a. Eduinstyn Learning Pvt Ltd is a business based on integrity and mutual trust. To maintain and 

safeguard the trust and confidence of customers and the public certain ethical principles and 

standards of conduct have to be maintained. 

b. In addition to any requirement under the Code of Conduct, you are also required as a 

condition of continued employment to disclose to Eduinstyn Learning Pvt Ltd immediately and 

without any delay, any instance of you being arrested or charged or convicted of any criminal 

offence(s) and / or being declared bankrupt during the course of your employment. Failure to 

disclose such information may result in disciplinary proceedings up to and including but not limited 

to termination of employment. 

c. Other specific rules and regulations will be notified by the Company from time to time. 

d. Policies, Code of Conduct, rules, and regulations may be amended from time to time. You are 

required to keep yourself updated on such changes. 

 

13. CONFIDENTIALITY 

a. As a condition of employment, you are required to sign and return the Non-Disclosure 

Agreement in Annexure that pledges confidentiality on all business matters pertaining to Eduinstyn 

Learning Pvt Ltd, its subsidiaries, the company, and its customers. A breach of confidentiality is a 

material breach and may result in disciplinary proceedings including but not limited to injunction, 

termination of employment or claims of damages. 

 

14. PROTECTION OF PERSONAL DATA 

a. Eduinstyn Learning Pvt Ltd adopts industry standard software for maintenance of employee 

and customer data and Personal data of employees and customer data. Such data may be processed 

for human resources administration purposes, including payroll administration, career development, 

performance and health and safety administration and such business and operational needs. 

b. In order to process your personal data, the Company needs your consent. A format of such 

consent is enclosed with this letter. 

c. We request you to read and confirm your consent and return the Consent to us. Access to 

information systems and your personal data will be protected in accordance with our standard 

practices. 

 

15. USE OF SOFTWARE AND SYSTEMS ACCESS 

a. You are required to follow policies, rules and procedures laid down by the Company in this 

letter and those subsequently notified by the Company. 

 

 

16. DATA PROTECTION 
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a. Under the Company’s policies, you have a responsibility to ensure that all personal data, 

confidential information you process or process, is kept protected. Unauthorized disclosure of 

personal data of anyone, yourself, your colleagues, vendors, or customers is a material breach and 

may result in disciplinary action including but not limited to termination of employment and other 

actions as may be necessary under the applicable laws governing data protection. Therefore, you 

must ensure that you do the following in addition to all other guidance regarding data protection 

you may receive from the Company from time to time: 

b. Do not disclose personal data without authority 

c. Do not access information or systems not directly relevant to each task Do not treat personal 

data carelessly 

d. Lock all printouts away when not in use 

e. Do not disclose your computer password to any unauthorized person. 

f. Under the Company’s policies, it is important that the Company’s internal, restricted, or highly 

restricted personal records are maintained as accurately as possible. Hence, you must notify the 

Company in writing of any change in your personal circumstances, such as your address, marital 

status, birth of children, attainment of professional qualifications, and so forth. 

 

17. Performance Improvement Plan 

During this period, you are required to adhere and deliver the KPI (Key performance indicators) 

which will be communicated to you as and when this is being implemented 

 

18. TERMINATION OF YOUR EMPLOYMENT BY THE COMPANY 

a. Post confirmation, you may be terminated on the grounds of misconduct, breach of 

employment terms or policies, breach of laws. 

b. In the event of misconduct, breach of policies, Code of Conduct, involvement in any criminal 

activity of sexual harassment incident or similar such reasons, the notice period of one month shall 

not apply and services may require to be terminated at shorter notice. 

c. Notice of Termination may be handed to you personally, by email or sent to your last recorded 

address. The Company reserves the right to ask that you no longer work at your office location for 

the duration of your notice period in case circumstances so require. 

 

19. TERMINATION OF EMPLOYMENT BY YOU 

a. During probation, you are required to give the company at least one calendar months’ notice 

in writing. Post confirmation, you are required to give the company a minimum of 1 months’ notice 

in writing. Where a notice period as per terms of employment is not served, pay in lieu of notice 

period would be reduced from the final settlement dues to the employee. Upon immediate 

termination of employment by you, you will have to compensate by paying an amount equal to 2 

months’ salary to the Company in lieu of the notice period. 

b. Violation during Notice Period: During notice period you are expected to adhere to all the KPIs 

and perform to the best of your abilities. In the event that the KPIs are not met, the work and 

compensation will be considered null and void during the notice period and the compensation as per 

clause 19.a will have to be paid by you. 

c. Corollary: If during the notice period, you fail to achieve the KPIs – you have an option to move 

to a “Pay per Conversion” model wherein you will be eligible to receive 30% of the revenue 

generated and received on behalf of the company. 

 

20. RETURN OF ASSETS UPON END OF YOUR ENGAGEMENT 
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a. You shall immediately return all computers, software, access cards, work deliverables, 

completed or work in progress and any other Eduinstyn Learning Pvt Ltd provided property upon 

your end of employment. You shall not make any copies of work products or software or retain any 

of Eduinstyn Learning Pvt Ltd assets in your possession after your employment with Eduinstyn 

Learning Pvt Ltd comes to an end. You understand that a breach of this obligation entitles Eduinstyn 

Learning Pvt Ltd to take civil and criminal actions as applicable for recovery of its assets. 

 

21. INTELLECTUAL PROPERTY RIGHTS IN DELIVERABLES 

a. In consideration of your employment, you agree and hereby assign all intellectual property 

rights copyrights, patents, trademarks, design rights or any other proprietary right and moral rights 

assignable to Eduinstyn Learning Pvt Ltd in all deliverables you create in the course of your 

employment including but not limited to software codes, reports, algorithms, analysis etc. 

b. You shall not retain any copies of the same in your personal computer or mail systems. 

c. You understand that intellectual property is a vital asset for Eduinstyn Learning Pvt Ltd and any 

wrongful disclosure or handling of the same shall result in irreparable loss and injury to Eduinstyn 

Learning Pvt Ltd and allow Eduinstyn Learning Pvt Ltd to prosecute a legal action, claim damages or 

injunctions. 

d. You shall not use third party’s proprietary material or their intellectual property without 

appropriate authorizations and licenses to produce your work deliverables for Eduinstyn Learning 

Pvt Ltd. 

 

22. INDEMNIFICATIONS 

a. You understand that breaching actions of yours such as breach of confidentiality, breach of 

applicable laws, breach of data protection obligations, breach of intellectual property rights may 

cause Eduinstyn Learning Pvt Ltd financial, reputational or goodwill loss, hence you shall at all times 

indemnify Eduinstyn Learning Pvt Ltd, its directors, third parties and employees from and against any 

claims, losses or damages arising from your breaches or unlawful activities. 

 

23. NON -SOLICITATION 

a. You shall not directly or indirectly induce, influence, coerce, solicit any of Eduinstyn Learning 

Pvt Ltd’s customers or employees. This restriction applies during your tenure with Eduinstyn 

Learning Pvt Ltd and for a duration of two years after termination of your engagement 

with Eduinstyn Learning Pvt Ltd, regardless of the reason for termination of your engagement 

with Eduinstyn Learning Pvt Ltd. 

 

24. AMENDMENTS 

a. The Company reserves the right to amend the terms and conditions related to employment, 

the policies, the rules, and regulations applicable to employees. Such changes would be 

communicated through internal communication to the employees at large. Such changes shall be 

deemed to be part of your employment conditions. All enclosures herewith are deemed part of your 

employment agreement with the Company. 

 

25. EXCLUSIVE JURISDICTION 

a. Your employment and conditions of employment are exclusively governed by the laws of India 

and the courts of Bangalore shall have the exclusive jurisdiction on any dispute arising on matters 

related to your employment. 

 

26. SEVERABILITY 
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a. If any part of this agreement is held invalid, void, or unenforceable, the remainder of the terms 

shall continue to be fully enforceable minus the portion which is not enforceable. 

 

 

CONFIRMATION OF ACCEPTANCE 

We request you to complete and return a copy of this letter as a token of written 

acceptance of this offer. If we do not receive a written acceptance as above from you within 7 days 

of the date of this letter, we shall assume that you do not wish to take up this offer of employment 

and our offer will lapse automatically. We sincerely hope that you will accept this appointment and 

look forward to having you onboard. 

 

Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 

 

 

ANNEXURE-1 

 
THE CTC PROVIDED BY THE COMPANY WILL BE INR 2,40,000 LPA for 3 months of probation period, 

after probation period the same will be revised to INR 3,00,000 LPA for a period of 3 months 

thereafter. After completion of 6 months in our organization your CTC will be revised to INR 5,00,000 

LPA as fixed component and INR 3,00,000 LPA as the variable component 

 

Subject to deductions for Employee’s contribution to PF, Professional Tax, Income Tax and other 
statutory deductions that may be applicable. • EPFO guidelines for International Worker applicable. • 
Any other relevant Compensation & Benefits related matter shall be governed by the service rules and 

policies in force and applicable from time to time. • As per IT Act, it is mandatory for all individuals 
working in India whose receipts are subject to deduction of tax at source (the deducted) to furnish his/ 

her PAN details to the deductor (Company), failing which the deductor (Company) w.e.f. April 2010 will 

deduct Tax at Source at rates higher than normal as per norms. 
 

Sl no Salary Breakup Total Monthly 

1 Basic Salary     1,20,000.00           10,000.00  

2 Dearness Allowance        36,000.00             3,000.00  

3 House Rent Allowance        60,000.00             5,000.00  

4 Special Allowance        24,000.00             2,000.00  

  Gross Salary     2,40,000.00           20,000.00  

        

1 Professional Tax          2,400.00                200.00  

2 Income tax - TDS                      -                           -    

  Total Deductions          2,400.00                200.00  

        

  Net Salary     2,37,600.00           19,800.00  

 

 
Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 
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Dear Sudin R  

Appointment letter 

Bangalore 

Further to your recent interview, conditional on and subject to no adverse findings arising 

from any of the employee background verification checks, required to be carried out by the 

Organization, I am pleased to offer you the following employment with Eduinstyn Learning Pvt Ltd, 

with a commencement date of 02/14/2022(Month/date/year). Please report to the undersigned 

on 02/14/2022(Month/date/year) will carry an annual CTC of INR 2,40,000/- at 11:00 AM at our 

office address - 675, 9th Main Rd, Sector 7, HSR Layout, Bengaluru, Karnataka based on the terms 

and conditions stated herein. This offer letter upon written acceptance by you shall be deemed as an 

Employment Agreement. 

1. BACKGROUND CHECKS AND REFERENCE CHECKS

a. During the term of your employment, you may also be subject to the same / similar / other

background verification checks being repeated at such intervals as may be determined solely by the 

Company. In the event that there are any adverse findings that arise during the course of or as a 

result of such background verification checks, you may be subject to disciplinary proceedings up to 

and including but not limited to termination of your employment. For the purpose of obtaining your 

present employer’s reference, you agree that your written acceptance will constitute your 

permission to write for reference checks. 

2. PROBATION

a. You will be on probation for a period of 15 days during which your performance shall be

reviewed by the Company. In case of unsatisfactory performance your probation may be ended or 

extended subject to additional conditions. 

b. Upon successful completion of the probation period without any extension you shall be

deemed to have been confirmed in the services of the Company as permanent Employee automatic. 

c. Upon your successful completion of probation period and becoming a regular employee, you

are required to work with us for a minimum tenure of 12 months from the date of confirmation. At 

any point in time if you wish to leave the company due to reasons of your own, you will have to pay 

a compensation amounting to 1 month’s total pay. 

d. NOTE: If you were hired as Trainee/Intern before for a period up to 3 months/6 Months.

The Probationary will be considered as void. 

3. JOB TITLE: Manger-Sales
As a term of your employment from time to time you may be required to undertake such 

other duties as they may be commensurate with the business needs of the Company. 

4. COMPENSATION

a. Your remuneration shall be as per Annexure titled “Annexure-1”.
b. Salary is subject to Income Tax and other statutory deductions and will be paid into a bank

account indicated by you. 

c. You will receive a monthly pay statement detailing gross pay and deductions. Any subsequent

changes to your salary will be highlighted in that statement. 
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d. Periodically your performance will be reviewed. If a performance award (bonus) is applicable,

it will usually be paid subject to your performance appraisal, ratings and company performance and 

other such criteria at payout intervals determined by the Company. 

e. In the event of an Income tax liability or any other tax liability or any statutory charges arising

as a result of your employment with the Company, these will be borne by yourself, and Company 

shall in no event be liable for payment of these taxes or any other charges of this nature for the 

period of your employment or after cessation of your employment with the Company. 

5. SALARY REVISIONS

a. The Company may undertake a periodic review of salaries, and will notify you of any

amendments which are to be applied. Such reviews will take due consideration of, amongst other 

things, inflationary, deflationary, market and other economic pressures impacting the company and 

the staff. 

6. DEDUCTIONS FROM PAY

a. When your employment ends, if the number of annual leaves you have taken exceeds your

entitlement, an appropriate deduction will be made from your full and final payout. 

b. Any leave balance outstanding in your name may be encashed subject to the Leave

encashment Policy applicable. 

c. If you are summarily dismissed, or you leave the Company without giving due notice under

your contract of employment, your entitlement to holiday pay ends with the date of termination. 

7. HOURS OF WORK

a. Your usual working hours shall be 8 hours excluding the breaks. However, you may be required

to put in additional hours as and when there is a business requirement. 

b. The business working days of the Company 6 Days a week. For any Shift working, the Company

shall inform you reasonably in advance. 

8. ADDITIONAL HOURS

a. Subject to your role qualifying for overtime under applicable statutory provisions if occasions

so arise when you may be required to work additional hours beyond normal hours. 

9. LEAVES

a. The Company’s holiday year runs from the first day of January to the last day of December in
the same year. 

b. In a Year, you are entitled to 15 days of earned leave, 6 days of casual leave and 6 days of sick

leave. This should be informed and approved by HR, AVP & VP/Head of the Department 15 days 

prior to the leaves. 

c. Please refer to the detailed Leave Policy upon joining.

d. No salary will be paid for periods of unauthorized absence. Unauthorized absence for a period

of more than 3 days shall result in termination of employment on grounds of abandonment of 

employment. 

e. Subject to conditions prescribed by the law, Maternity Leave for a period of 6 months shall be

available to women employees who have worked for a period of minimum of 80 days. 

10. PLACE OF WORK AND MOBILITY

a. Your usual location of work will be Bangalore. However, you may be required from time to

time to work at or from any office or location of the Company or within different companies 
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affiliated to Eduinstyn Learning Pvt Ltd. A change of your place of residence may be required from 

time to time and you may be transferred from one city to another for the business needs of the 

Company. In case of transfer, your transfer shall be subject to the Relocation Policy. 

 

11. RETIREMENT 

a. Normal retirement in the company is at age 58. Your employment will terminate automatically 

at the end of the month in which your 58th birthday occurs, unless you are otherwise advised by 

individual notice. You may also be retired earlier if found to be medically unfit or suffer any other 

incapacity that may impact on the effective performance of your services. 

 

12. RULES AND REGULATIONS 

a. Eduinstyn Learning Pvt Ltd is a business based on integrity and mutual trust. To maintain and 

safeguard the trust and confidence of customers and the public certain ethical principles and 

standards of conduct have to be maintained. 

b. In addition to any requirement under the Code of Conduct, you are also required as a 

condition of continued employment to disclose to Eduinstyn Learning Pvt Ltd immediately and 

without any delay, any instance of you being arrested or charged or convicted of any criminal 

offence(s) and / or being declared bankrupt during the course of your employment. Failure to 

disclose such information may result in disciplinary proceedings up to and including but not limited 

to termination of employment. 

c. Other specific rules and regulations will be notified by the Company from time to time. 

d. Policies, Code of Conduct, rules, and regulations may be amended from time to time. You are 

required to keep yourself updated on such changes. 

 

13. CONFIDENTIALITY 

a. As a condition of employment, you are required to sign and return the Non-Disclosure 

Agreement in Annexure that pledges confidentiality on all business matters pertaining to Eduinstyn 

Learning Pvt Ltd, its subsidiaries, the company, and its customers. A breach of confidentiality is a 

material breach and may result in disciplinary proceedings including but not limited to injunction, 

termination of employment or claims of damages. 

 

14. PROTECTION OF PERSONAL DATA 

a. Eduinstyn Learning Pvt Ltd adopts industry standard software for maintenance of employee 

and customer data and Personal data of employees and customer data. Such data may be processed 

for human resources administration purposes, including payroll administration, career development, 

performance and health and safety administration and such business and operational needs. 

b. In order to process your personal data, the Company needs your consent. A format of such 

consent is enclosed with this letter. 

c. We request you to read and confirm your consent and return the Consent to us. Access to 

information systems and your personal data will be protected in accordance with our standard 

practices. 

 

15. USE OF SOFTWARE AND SYSTEMS ACCESS 

a. You are required to follow policies, rules and procedures laid down by the Company in this 

letter and those subsequently notified by the Company. 

 

 

16. DATA PROTECTION 
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a. Under the Company’s policies, you have a responsibility to ensure that all personal data, 

confidential information you process or process, is kept protected. Unauthorized disclosure of 

personal data of anyone, yourself, your colleagues, vendors, or customers is a material breach and 

may result in disciplinary action including but not limited to termination of employment and other 

actions as may be necessary under the applicable laws governing data protection. Therefore, you 

must ensure that you do the following in addition to all other guidance regarding data protection 

you may receive from the Company from time to time: 

b. Do not disclose personal data without authority 

c. Do not access information or systems not directly relevant to each task Do not treat personal 

data carelessly 

d. Lock all printouts away when not in use 

e. Do not disclose your computer password to any unauthorized person. 

f. Under the Company’s policies, it is important that the Company’s internal, restricted, or highly 

restricted personal records are maintained as accurately as possible. Hence, you must notify the 

Company in writing of any change in your personal circumstances, such as your address, marital 

status, birth of children, attainment of professional qualifications, and so forth. 

 

17. Performance Improvement Plan 

During this period, you are required to adhere and deliver the KPI (Key performance indicators) 

which will be communicated to you as and when this is being implemented 

 

18. TERMINATION OF YOUR EMPLOYMENT BY THE COMPANY 

a. Post confirmation, you may be terminated on the grounds of misconduct, breach of 

employment terms or policies, breach of laws. 

b. In the event of misconduct, breach of policies, Code of Conduct, involvement in any criminal 

activity of sexual harassment incident or similar such reasons, the notice period of one month shall 

not apply and services may require to be terminated at shorter notice. 

c. Notice of Termination may be handed to you personally, by email or sent to your last recorded 

address. The Company reserves the right to ask that you no longer work at your office location for 

the duration of your notice period in case circumstances so require. 

 

19. TERMINATION OF EMPLOYMENT BY YOU 

a. During probation, you are required to give the company at least one calendar months’ notice 

in writing. Post confirmation, you are required to give the company a minimum of 1 months’ notice 

in writing. Where a notice period as per terms of employment is not served, pay in lieu of notice 

period would be reduced from the final settlement dues to the employee. Upon immediate 

termination of employment by you, you will have to compensate by paying an amount equal to 2 

months’ salary to the Company in lieu of the notice period. 

b. Violation during Notice Period: During notice period you are expected to adhere to all the KPIs 

and perform to the best of your abilities. In the event that the KPIs are not met, the work and 

compensation will be considered null and void during the notice period and the compensation as per 

clause 19.a will have to be paid by you. 

c. Corollary: If during the notice period, you fail to achieve the KPIs – you have an option to move 

to a “Pay per Conversion” model wherein you will be eligible to receive 30% of the revenue 

generated and received on behalf of the company. 

 

20. RETURN OF ASSETS UPON END OF YOUR ENGAGEMENT 
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a. You shall immediately return all computers, software, access cards, work deliverables, 

completed or work in progress and any other Eduinstyn Learning Pvt Ltd provided property upon 

your end of employment. You shall not make any copies of work products or software or retain any 

of Eduinstyn Learning Pvt Ltd assets in your possession after your employment with Eduinstyn 

Learning Pvt Ltd comes to an end. You understand that a breach of this obligation entitles Eduinstyn 

Learning Pvt Ltd to take civil and criminal actions as applicable for recovery of its assets. 

 

21. INTELLECTUAL PROPERTY RIGHTS IN DELIVERABLES 

a. In consideration of your employment, you agree and hereby assign all intellectual property 

rights copyrights, patents, trademarks, design rights or any other proprietary right and moral rights 

assignable to Eduinstyn Learning Pvt Ltd in all deliverables you create in the course of your 

employment including but not limited to software codes, reports, algorithms, analysis etc. 

b. You shall not retain any copies of the same in your personal computer or mail systems. 

c. You understand that intellectual property is a vital asset for Eduinstyn Learning Pvt Ltd and any 

wrongful disclosure or handling of the same shall result in irreparable loss and injury to Eduinstyn 

Learning Pvt Ltd and allow Eduinstyn Learning Pvt Ltd to prosecute a legal action, claim damages or 

injunctions. 

d. You shall not use third party’s proprietary material or their intellectual property without 

appropriate authorizations and licenses to produce your work deliverables for Eduinstyn Learning 

Pvt Ltd. 

 

22. INDEMNIFICATIONS 

a. You understand that breaching actions of yours such as breach of confidentiality, breach of 

applicable laws, breach of data protection obligations, breach of intellectual property rights may 

cause Eduinstyn Learning Pvt Ltd financial, reputational or goodwill loss, hence you shall at all times 

indemnify Eduinstyn Learning Pvt Ltd, its directors, third parties and employees from and against any 

claims, losses or damages arising from your breaches or unlawful activities. 

 

23. NON -SOLICITATION 

a. You shall not directly or indirectly induce, influence, coerce, solicit any of Eduinstyn Learning 

Pvt Ltd’s customers or employees. This restriction applies during your tenure with Eduinstyn 

Learning Pvt Ltd and for a duration of two years after termination of your engagement 

with Eduinstyn Learning Pvt Ltd, regardless of the reason for termination of your engagement 

with Eduinstyn Learning Pvt Ltd. 

 

24. AMENDMENTS 

a. The Company reserves the right to amend the terms and conditions related to employment, 

the policies, the rules, and regulations applicable to employees. Such changes would be 

communicated through internal communication to the employees at large. Such changes shall be 

deemed to be part of your employment conditions. All enclosures herewith are deemed part of your 

employment agreement with the Company. 

 

25. EXCLUSIVE JURISDICTION 

a. Your employment and conditions of employment are exclusively governed by the laws of India 

and the courts of Bangalore shall have the exclusive jurisdiction on any dispute arising on matters 

related to your employment. 

 

26. SEVERABILITY 
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a. If any part of this agreement is held invalid, void, or unenforceable, the remainder of the terms 

shall continue to be fully enforceable minus the portion which is not enforceable. 

 

 

CONFIRMATION OF ACCEPTANCE 

We request you to complete and return a copy of this letter as a token of written 

acceptance of this offer. If we do not receive a written acceptance as above from you within 7 days 

of the date of this letter, we shall assume that you do not wish to take up this offer of employment 

and our offer will lapse automatically. We sincerely hope that you will accept this appointment and 

look forward to having you onboard. 

 

Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 

 

 

ANNEXURE-1 

 
THE CTC PROVIDED BY THE COMPANY WILL BE INR 2,40,000 LPA for 3 months of probation period, 

after probation period the same will be revised to INR 3,00,000 LPA for a period of 3 months 

thereafter. After completion of 6 months in our organization your CTC will be revised to INR 5,00,000 

LPA as fixed component and INR 3,00,000 LPA as the variable component 

 

Subject to deductions for Employee’s contribution to PF, Professional Tax, Income Tax and other 
statutory deductions that may be applicable. • EPFO guidelines for International Worker applicable. • 
Any other relevant Compensation & Benefits related matter shall be governed by the service rules and 

policies in force and applicable from time to time. • As per IT Act, it is mandatory for all individuals 
working in India whose receipts are subject to deduction of tax at source (the deducted) to furnish his/ 

her PAN details to the deductor (Company), failing which the deductor (Company) w.e.f. April 2010 will 

deduct Tax at Source at rates higher than normal as per norms. 
 

Sl no Salary Breakup Total Monthly 

1 Basic Salary     1,20,000.00           10,000.00  

2 Dearness Allowance        36,000.00             3,000.00  

3 House Rent Allowance        60,000.00             5,000.00  

4 Special Allowance        24,000.00             2,000.00  

  Gross Salary     2,40,000.00           20,000.00  

        

1 Professional Tax          2,400.00                200.00  

2 Income tax - TDS                      -                           -    

  Total Deductions          2,400.00                200.00  

        

  Net Salary     2,37,600.00           19,800.00  

 

 
Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 
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Dear B C GANAPATHI 

Appointment letter 

Bangalore 

Further to your recent interview, conditional on and subject to no adverse findings arising 

from any of the employee background verification checks, required to be carried out by the 

Organization, I am pleased to offer you the following employment with Eduinstyn Learning Pvt Ltd, 

with a commencement date of 02/14/2022(Month/date/year). Please report to the undersigned 

on 02/14/2022(Month/date/year) will carry an annual CTC of INR 2,40,000/- at 11:00 AM at our 

office address - 675, 9th Main Rd, Sector 7, HSR Layout, Bengaluru, Karnataka based on the terms 

and conditions stated herein. This offer letter upon written acceptance by you shall be deemed as an 

Employment Agreement. 

1. BACKGROUND CHECKS AND REFERENCE CHECKS

a. During the term of your employment, you may also be subject to the same / similar / other

background verification checks being repeated at such intervals as may be determined solely by the 

Company. In the event that there are any adverse findings that arise during the course of or as a 

result of such background verification checks, you may be subject to disciplinary proceedings up to 

and including but not limited to termination of your employment. For the purpose of obtaining your 

present employer’s reference, you agree that your written acceptance will constitute your 

permission to write for reference checks. 

2. PROBATION

a. You will be on probation for a period of 15 days during which your performance shall be

reviewed by the Company. In case of unsatisfactory performance your probation may be ended or 

extended subject to additional conditions. 

b. Upon successful completion of the probation period without any extension you shall be

deemed to have been confirmed in the services of the Company as permanent Employee automatic. 

c. Upon your successful completion of probation period and becoming a regular employee, you

are required to work with us for a minimum tenure of 12 months from the date of confirmation. At 

any point in time if you wish to leave the company due to reasons of your own, you will have to pay 

a compensation amounting to 1 month’s total pay. 

d. NOTE: If you were hired as Trainee/Intern before for a period up to 3 months/6 Months.

The Probationary will be considered as void. 

3. JOB TITLE: Manger-Sales
As a term of your employment from time to time you may be required to undertake such 

other duties as they may be commensurate with the business needs of the Company. 

4. COMPENSATION

a. Your remuneration shall be as per Annexure titled “Annexure-1”.
b. Salary is subject to Income Tax and other statutory deductions and will be paid into a bank

account indicated by you. 

c. You will receive a monthly pay statement detailing gross pay and deductions. Any subsequent

changes to your salary will be highlighted in that statement. 
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d. Periodically your performance will be reviewed. If a performance award (bonus) is applicable,

it will usually be paid subject to your performance appraisal, ratings and company performance and 

other such criteria at payout intervals determined by the Company. 

e. In the event of an Income tax liability or any other tax liability or any statutory charges arising

as a result of your employment with the Company, these will be borne by yourself, and Company 

shall in no event be liable for payment of these taxes or any other charges of this nature for the 

period of your employment or after cessation of your employment with the Company. 

5. SALARY REVISIONS

a. The Company may undertake a periodic review of salaries, and will notify you of any

amendments which are to be applied. Such reviews will take due consideration of, amongst other 

things, inflationary, deflationary, market and other economic pressures impacting the company and 

the staff. 

6. DEDUCTIONS FROM PAY

a. When your employment ends, if the number of annual leaves you have taken exceeds your

entitlement, an appropriate deduction will be made from your full and final payout. 

b. Any leave balance outstanding in your name may be encashed subject to the Leave

encashment Policy applicable. 

c. If you are summarily dismissed, or you leave the Company without giving due notice under

your contract of employment, your entitlement to holiday pay ends with the date of termination. 

7. HOURS OF WORK

a. Your usual working hours shall be 8 hours excluding the breaks. However, you may be required

to put in additional hours as and when there is a business requirement. 

b. The business working days of the Company 6 Days a week. For any Shift working, the Company

shall inform you reasonably in advance. 

8. ADDITIONAL HOURS

a. Subject to your role qualifying for overtime under applicable statutory provisions if occasions

so arise when you may be required to work additional hours beyond normal hours. 

9. LEAVES

a. The Company’s holiday year runs from the first day of January to the last day of December in
the same year. 

b. In a Year, you are entitled to 15 days of earned leave, 6 days of casual leave and 6 days of sick

leave. This should be informed and approved by HR, AVP & VP/Head of the Department 15 days 

prior to the leaves. 

c. Please refer to the detailed Leave Policy upon joining.

d. No salary will be paid for periods of unauthorized absence. Unauthorized absence for a period

of more than 3 days shall result in termination of employment on grounds of abandonment of 

employment. 

e. Subject to conditions prescribed by the law, Maternity Leave for a period of 6 months shall be

available to women employees who have worked for a period of minimum of 80 days. 

10. PLACE OF WORK AND MOBILITY

a. Your usual location of work will be Bangalore. However, you may be required from time to

time to work at or from any office or location of the Company or within different companies 
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affiliated to Eduinstyn Learning Pvt Ltd. A change of your place of residence may be required from 

time to time and you may be transferred from one city to another for the business needs of the 

Company. In case of transfer, your transfer shall be subject to the Relocation Policy. 

 

11. RETIREMENT 

a. Normal retirement in the company is at age 58. Your employment will terminate automatically 

at the end of the month in which your 58th birthday occurs, unless you are otherwise advised by 

individual notice. You may also be retired earlier if found to be medically unfit or suffer any other 

incapacity that may impact on the effective performance of your services. 

 

12. RULES AND REGULATIONS 

a. Eduinstyn Learning Pvt Ltd is a business based on integrity and mutual trust. To maintain and 

safeguard the trust and confidence of customers and the public certain ethical principles and 

standards of conduct have to be maintained. 

b. In addition to any requirement under the Code of Conduct, you are also required as a 

condition of continued employment to disclose to Eduinstyn Learning Pvt Ltd immediately and 

without any delay, any instance of you being arrested or charged or convicted of any criminal 

offence(s) and / or being declared bankrupt during the course of your employment. Failure to 

disclose such information may result in disciplinary proceedings up to and including but not limited 

to termination of employment. 

c. Other specific rules and regulations will be notified by the Company from time to time. 

d. Policies, Code of Conduct, rules, and regulations may be amended from time to time. You are 

required to keep yourself updated on such changes. 

 

13. CONFIDENTIALITY 

a. As a condition of employment, you are required to sign and return the Non-Disclosure 

Agreement in Annexure that pledges confidentiality on all business matters pertaining to Eduinstyn 

Learning Pvt Ltd, its subsidiaries, the company, and its customers. A breach of confidentiality is a 

material breach and may result in disciplinary proceedings including but not limited to injunction, 

termination of employment or claims of damages. 

 

14. PROTECTION OF PERSONAL DATA 

a. Eduinstyn Learning Pvt Ltd adopts industry standard software for maintenance of employee 

and customer data and Personal data of employees and customer data. Such data may be processed 

for human resources administration purposes, including payroll administration, career development, 

performance and health and safety administration and such business and operational needs. 

b. In order to process your personal data, the Company needs your consent. A format of such 

consent is enclosed with this letter. 

c. We request you to read and confirm your consent and return the Consent to us. Access to 

information systems and your personal data will be protected in accordance with our standard 

practices. 

 

15. USE OF SOFTWARE AND SYSTEMS ACCESS 

a. You are required to follow policies, rules and procedures laid down by the Company in this 

letter and those subsequently notified by the Company. 

 

 

16. DATA PROTECTION 
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a. Under the Company’s policies, you have a responsibility to ensure that all personal data, 

confidential information you process or process, is kept protected. Unauthorized disclosure of 

personal data of anyone, yourself, your colleagues, vendors, or customers is a material breach and 

may result in disciplinary action including but not limited to termination of employment and other 

actions as may be necessary under the applicable laws governing data protection. Therefore, you 

must ensure that you do the following in addition to all other guidance regarding data protection 

you may receive from the Company from time to time: 

b. Do not disclose personal data without authority 

c. Do not access information or systems not directly relevant to each task Do not treat personal 

data carelessly 

d. Lock all printouts away when not in use 

e. Do not disclose your computer password to any unauthorized person. 

f. Under the Company’s policies, it is important that the Company’s internal, restricted, or highly 

restricted personal records are maintained as accurately as possible. Hence, you must notify the 

Company in writing of any change in your personal circumstances, such as your address, marital 

status, birth of children, attainment of professional qualifications, and so forth. 

 

17. Performance Improvement Plan 

During this period, you are required to adhere and deliver the KPI (Key performance indicators) 

which will be communicated to you as and when this is being implemented 

 

18. TERMINATION OF YOUR EMPLOYMENT BY THE COMPANY 

a. Post confirmation, you may be terminated on the grounds of misconduct, breach of 

employment terms or policies, breach of laws. 

b. In the event of misconduct, breach of policies, Code of Conduct, involvement in any criminal 

activity of sexual harassment incident or similar such reasons, the notice period of one month shall 

not apply and services may require to be terminated at shorter notice. 

c. Notice of Termination may be handed to you personally, by email or sent to your last recorded 

address. The Company reserves the right to ask that you no longer work at your office location for 

the duration of your notice period in case circumstances so require. 

 

19. TERMINATION OF EMPLOYMENT BY YOU 

a. During probation, you are required to give the company at least one calendar months’ notice 

in writing. Post confirmation, you are required to give the company a minimum of 1 months’ notice 

in writing. Where a notice period as per terms of employment is not served, pay in lieu of notice 

period would be reduced from the final settlement dues to the employee. Upon immediate 

termination of employment by you, you will have to compensate by paying an amount equal to 2 

months’ salary to the Company in lieu of the notice period. 

b. Violation during Notice Period: During notice period you are expected to adhere to all the KPIs 

and perform to the best of your abilities. In the event that the KPIs are not met, the work and 

compensation will be considered null and void during the notice period and the compensation as per 

clause 19.a will have to be paid by you. 

c. Corollary: If during the notice period, you fail to achieve the KPIs – you have an option to move 

to a “Pay per Conversion” model wherein you will be eligible to receive 30% of the revenue 

generated and received on behalf of the company. 

 

20. RETURN OF ASSETS UPON END OF YOUR ENGAGEMENT 
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a. You shall immediately return all computers, software, access cards, work deliverables, 

completed or work in progress and any other Eduinstyn Learning Pvt Ltd provided property upon 

your end of employment. You shall not make any copies of work products or software or retain any 

of Eduinstyn Learning Pvt Ltd assets in your possession after your employment with Eduinstyn 

Learning Pvt Ltd comes to an end. You understand that a breach of this obligation entitles Eduinstyn 

Learning Pvt Ltd to take civil and criminal actions as applicable for recovery of its assets. 

 

21. INTELLECTUAL PROPERTY RIGHTS IN DELIVERABLES 

a. In consideration of your employment, you agree and hereby assign all intellectual property 

rights copyrights, patents, trademarks, design rights or any other proprietary right and moral rights 

assignable to Eduinstyn Learning Pvt Ltd in all deliverables you create in the course of your 

employment including but not limited to software codes, reports, algorithms, analysis etc. 

b. You shall not retain any copies of the same in your personal computer or mail systems. 

c. You understand that intellectual property is a vital asset for Eduinstyn Learning Pvt Ltd and any 

wrongful disclosure or handling of the same shall result in irreparable loss and injury to Eduinstyn 

Learning Pvt Ltd and allow Eduinstyn Learning Pvt Ltd to prosecute a legal action, claim damages or 

injunctions. 

d. You shall not use third party’s proprietary material or their intellectual property without 

appropriate authorizations and licenses to produce your work deliverables for Eduinstyn Learning 

Pvt Ltd. 

 

22. INDEMNIFICATIONS 

a. You understand that breaching actions of yours such as breach of confidentiality, breach of 

applicable laws, breach of data protection obligations, breach of intellectual property rights may 

cause Eduinstyn Learning Pvt Ltd financial, reputational or goodwill loss, hence you shall at all times 

indemnify Eduinstyn Learning Pvt Ltd, its directors, third parties and employees from and against any 

claims, losses or damages arising from your breaches or unlawful activities. 

 

23. NON -SOLICITATION 

a. You shall not directly or indirectly induce, influence, coerce, solicit any of Eduinstyn Learning 

Pvt Ltd’s customers or employees. This restriction applies during your tenure with Eduinstyn 

Learning Pvt Ltd and for a duration of two years after termination of your engagement 

with Eduinstyn Learning Pvt Ltd, regardless of the reason for termination of your engagement 

with Eduinstyn Learning Pvt Ltd. 

 

24. AMENDMENTS 

a. The Company reserves the right to amend the terms and conditions related to employment, 

the policies, the rules, and regulations applicable to employees. Such changes would be 

communicated through internal communication to the employees at large. Such changes shall be 

deemed to be part of your employment conditions. All enclosures herewith are deemed part of your 

employment agreement with the Company. 

 

25. EXCLUSIVE JURISDICTION 

a. Your employment and conditions of employment are exclusively governed by the laws of India 

and the courts of Bangalore shall have the exclusive jurisdiction on any dispute arising on matters 

related to your employment. 

 

26. SEVERABILITY 
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a. If any part of this agreement is held invalid, void, or unenforceable, the remainder of the terms 

shall continue to be fully enforceable minus the portion which is not enforceable. 

 

 

CONFIRMATION OF ACCEPTANCE 

We request you to complete and return a copy of this letter as a token of written 

acceptance of this offer. If we do not receive a written acceptance as above from you within 7 days 

of the date of this letter, we shall assume that you do not wish to take up this offer of employment 

and our offer will lapse automatically. We sincerely hope that you will accept this appointment and 

look forward to having you onboard. 

 

Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 

 

 

ANNEXURE-1 

 
THE CTC PROVIDED BY THE COMPANY WILL BE INR 2,40,000 LPA for 3 months of probation period, 

after probation period the same will be revised to INR 3,00,000 LPA for a period of 3 months 

thereafter. After completion of 6 months in our organization your CTC will be revised to INR 5,00,000 

LPA as fixed component and INR 3,00,000 LPA as the variable component 

 

Subject to deductions for Employee’s contribution to PF, Professional Tax, Income Tax and other 
statutory deductions that may be applicable. • EPFO guidelines for International Worker applicable. • 
Any other relevant Compensation & Benefits related matter shall be governed by the service rules and 

policies in force and applicable from time to time. • As per IT Act, it is mandatory for all individuals 
working in India whose receipts are subject to deduction of tax at source (the deducted) to furnish his/ 

her PAN details to the deductor (Company), failing which the deductor (Company) w.e.f. April 2010 will 

deduct Tax at Source at rates higher than normal as per norms. 
 

Sl no Salary Breakup Total Monthly 

1 Basic Salary     1,20,000.00           10,000.00  

2 Dearness Allowance        36,000.00             3,000.00  

3 House Rent Allowance        60,000.00             5,000.00  

4 Special Allowance        24,000.00             2,000.00  

  Gross Salary     2,40,000.00           20,000.00  

        

1 Professional Tax          2,400.00                200.00  

2 Income tax - TDS                      -                           -    

  Total Deductions          2,400.00                200.00  

        

  Net Salary     2,37,600.00           19,800.00  

 

 
Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 
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Dear DIYA MARIAM THOMAS 

Appointment letter 

Bangalore 

Further to your recent interview, conditional on and subject to no adverse findings arising 

from any of the employee background verification checks, required to be carried out by the 

Organization, I am pleased to offer you the following employment with Eduinstyn Learning Pvt Ltd, 

with a commencement date of 02/14/2022(Month/date/year). Please report to the undersigned 

on 02/14/2022(Month/date/year) will carry an annual CTC of INR 2,40,000/- at 11:00 AM at our 

office address - 675, 9th Main Rd, Sector 7, HSR Layout, Bengaluru, Karnataka based on the terms 

and conditions stated herein. This offer letter upon written acceptance by you shall be deemed as an 

Employment Agreement. 

1. BACKGROUND CHECKS AND REFERENCE CHECKS

a. During the term of your employment, you may also be subject to the same / similar / other

background verification checks being repeated at such intervals as may be determined solely by the 

Company. In the event that there are any adverse findings that arise during the course of or as a 

result of such background verification checks, you may be subject to disciplinary proceedings up to 

and including but not limited to termination of your employment. For the purpose of obtaining your 

present employer’s reference, you agree that your written acceptance will constitute your 

permission to write for reference checks. 

2. PROBATION

a. You will be on probation for a period of 15 days during which your performance shall be

reviewed by the Company. In case of unsatisfactory performance your probation may be ended or 

extended subject to additional conditions. 

b. Upon successful completion of the probation period without any extension you shall be

deemed to have been confirmed in the services of the Company as permanent Employee automatic. 

c. Upon your successful completion of probation period and becoming a regular employee, you

are required to work with us for a minimum tenure of 12 months from the date of confirmation. At 

any point in time if you wish to leave the company due to reasons of your own, you will have to pay 

a compensation amounting to 1 month’s total pay. 

d. NOTE: If you were hired as Trainee/Intern before for a period up to 3 months/6 Months.

The Probationary will be considered as void. 

3. JOB TITLE: Manger-Sales
As a term of your employment from time to time you may be required to undertake such 

other duties as they may be commensurate with the business needs of the Company. 

4. COMPENSATION

a. Your remuneration shall be as per Annexure titled “Annexure-1”.
b. Salary is subject to Income Tax and other statutory deductions and will be paid into a bank

account indicated by you. 

c. You will receive a monthly pay statement detailing gross pay and deductions. Any subsequent

changes to your salary will be highlighted in that statement. 
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d. Periodically your performance will be reviewed. If a performance award (bonus) is applicable,

it will usually be paid subject to your performance appraisal, ratings and company performance and 

other such criteria at payout intervals determined by the Company. 

e. In the event of an Income tax liability or any other tax liability or any statutory charges arising

as a result of your employment with the Company, these will be borne by yourself, and Company 

shall in no event be liable for payment of these taxes or any other charges of this nature for the 

period of your employment or after cessation of your employment with the Company. 

5. SALARY REVISIONS

a. The Company may undertake a periodic review of salaries, and will notify you of any

amendments which are to be applied. Such reviews will take due consideration of, amongst other 

things, inflationary, deflationary, market and other economic pressures impacting the company and 

the staff. 

6. DEDUCTIONS FROM PAY

a. When your employment ends, if the number of annual leaves you have taken exceeds your

entitlement, an appropriate deduction will be made from your full and final payout. 

b. Any leave balance outstanding in your name may be encashed subject to the Leave

encashment Policy applicable. 

c. If you are summarily dismissed, or you leave the Company without giving due notice under

your contract of employment, your entitlement to holiday pay ends with the date of termination. 

7. HOURS OF WORK

a. Your usual working hours shall be 8 hours excluding the breaks. However, you may be required

to put in additional hours as and when there is a business requirement. 

b. The business working days of the Company 6 Days a week. For any Shift working, the Company

shall inform you reasonably in advance. 

8. ADDITIONAL HOURS

a. Subject to your role qualifying for overtime under applicable statutory provisions if occasions

so arise when you may be required to work additional hours beyond normal hours. 

9. LEAVES

a. The Company’s holiday year runs from the first day of January to the last day of December in
the same year. 

b. In a Year, you are entitled to 15 days of earned leave, 6 days of casual leave and 6 days of sick

leave. This should be informed and approved by HR, AVP & VP/Head of the Department 15 days 

prior to the leaves. 

c. Please refer to the detailed Leave Policy upon joining.

d. No salary will be paid for periods of unauthorized absence. Unauthorized absence for a period

of more than 3 days shall result in termination of employment on grounds of abandonment of 

employment. 

e. Subject to conditions prescribed by the law, Maternity Leave for a period of 6 months shall be

available to women employees who have worked for a period of minimum of 80 days. 

10. PLACE OF WORK AND MOBILITY

a. Your usual location of work will be Bangalore. However, you may be required from time to

time to work at or from any office or location of the Company or within different companies 
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affiliated to Eduinstyn Learning Pvt Ltd. A change of your place of residence may be required from 

time to time and you may be transferred from one city to another for the business needs of the 

Company. In case of transfer, your transfer shall be subject to the Relocation Policy. 

 

11. RETIREMENT 

a. Normal retirement in the company is at age 58. Your employment will terminate automatically 

at the end of the month in which your 58th birthday occurs, unless you are otherwise advised by 

individual notice. You may also be retired earlier if found to be medically unfit or suffer any other 

incapacity that may impact on the effective performance of your services. 

 

12. RULES AND REGULATIONS 

a. Eduinstyn Learning Pvt Ltd is a business based on integrity and mutual trust. To maintain and 

safeguard the trust and confidence of customers and the public certain ethical principles and 

standards of conduct have to be maintained. 

b. In addition to any requirement under the Code of Conduct, you are also required as a 

condition of continued employment to disclose to Eduinstyn Learning Pvt Ltd immediately and 

without any delay, any instance of you being arrested or charged or convicted of any criminal 

offence(s) and / or being declared bankrupt during the course of your employment. Failure to 

disclose such information may result in disciplinary proceedings up to and including but not limited 

to termination of employment. 

c. Other specific rules and regulations will be notified by the Company from time to time. 

d. Policies, Code of Conduct, rules, and regulations may be amended from time to time. You are 

required to keep yourself updated on such changes. 

 

13. CONFIDENTIALITY 

a. As a condition of employment, you are required to sign and return the Non-Disclosure 

Agreement in Annexure that pledges confidentiality on all business matters pertaining to Eduinstyn 

Learning Pvt Ltd, its subsidiaries, the company, and its customers. A breach of confidentiality is a 

material breach and may result in disciplinary proceedings including but not limited to injunction, 

termination of employment or claims of damages. 

 

14. PROTECTION OF PERSONAL DATA 

a. Eduinstyn Learning Pvt Ltd adopts industry standard software for maintenance of employee 

and customer data and Personal data of employees and customer data. Such data may be processed 

for human resources administration purposes, including payroll administration, career development, 

performance and health and safety administration and such business and operational needs. 

b. In order to process your personal data, the Company needs your consent. A format of such 

consent is enclosed with this letter. 

c. We request you to read and confirm your consent and return the Consent to us. Access to 

information systems and your personal data will be protected in accordance with our standard 

practices. 

 

15. USE OF SOFTWARE AND SYSTEMS ACCESS 

a. You are required to follow policies, rules and procedures laid down by the Company in this 

letter and those subsequently notified by the Company. 

 

 

16. DATA PROTECTION 
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a. Under the Company’s policies, you have a responsibility to ensure that all personal data, 

confidential information you process or process, is kept protected. Unauthorized disclosure of 

personal data of anyone, yourself, your colleagues, vendors, or customers is a material breach and 

may result in disciplinary action including but not limited to termination of employment and other 

actions as may be necessary under the applicable laws governing data protection. Therefore, you 

must ensure that you do the following in addition to all other guidance regarding data protection 

you may receive from the Company from time to time: 

b. Do not disclose personal data without authority 

c. Do not access information or systems not directly relevant to each task Do not treat personal 

data carelessly 

d. Lock all printouts away when not in use 

e. Do not disclose your computer password to any unauthorized person. 

f. Under the Company’s policies, it is important that the Company’s internal, restricted, or highly 

restricted personal records are maintained as accurately as possible. Hence, you must notify the 

Company in writing of any change in your personal circumstances, such as your address, marital 

status, birth of children, attainment of professional qualifications, and so forth. 

 

17. Performance Improvement Plan 

During this period, you are required to adhere and deliver the KPI (Key performance indicators) 

which will be communicated to you as and when this is being implemented 

 

18. TERMINATION OF YOUR EMPLOYMENT BY THE COMPANY 

a. Post confirmation, you may be terminated on the grounds of misconduct, breach of 

employment terms or policies, breach of laws. 

b. In the event of misconduct, breach of policies, Code of Conduct, involvement in any criminal 

activity of sexual harassment incident or similar such reasons, the notice period of one month shall 

not apply and services may require to be terminated at shorter notice. 

c. Notice of Termination may be handed to you personally, by email or sent to your last recorded 

address. The Company reserves the right to ask that you no longer work at your office location for 

the duration of your notice period in case circumstances so require. 

 

19. TERMINATION OF EMPLOYMENT BY YOU 

a. During probation, you are required to give the company at least one calendar months’ notice 

in writing. Post confirmation, you are required to give the company a minimum of 1 months’ notice 

in writing. Where a notice period as per terms of employment is not served, pay in lieu of notice 

period would be reduced from the final settlement dues to the employee. Upon immediate 

termination of employment by you, you will have to compensate by paying an amount equal to 2 

months’ salary to the Company in lieu of the notice period. 

b. Violation during Notice Period: During notice period you are expected to adhere to all the KPIs 

and perform to the best of your abilities. In the event that the KPIs are not met, the work and 

compensation will be considered null and void during the notice period and the compensation as per 

clause 19.a will have to be paid by you. 

c. Corollary: If during the notice period, you fail to achieve the KPIs – you have an option to move 

to a “Pay per Conversion” model wherein you will be eligible to receive 30% of the revenue 

generated and received on behalf of the company. 

 

20. RETURN OF ASSETS UPON END OF YOUR ENGAGEMENT 
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a. You shall immediately return all computers, software, access cards, work deliverables, 

completed or work in progress and any other Eduinstyn Learning Pvt Ltd provided property upon 

your end of employment. You shall not make any copies of work products or software or retain any 

of Eduinstyn Learning Pvt Ltd assets in your possession after your employment with Eduinstyn 

Learning Pvt Ltd comes to an end. You understand that a breach of this obligation entitles Eduinstyn 

Learning Pvt Ltd to take civil and criminal actions as applicable for recovery of its assets. 

 

21. INTELLECTUAL PROPERTY RIGHTS IN DELIVERABLES 

a. In consideration of your employment, you agree and hereby assign all intellectual property 

rights copyrights, patents, trademarks, design rights or any other proprietary right and moral rights 

assignable to Eduinstyn Learning Pvt Ltd in all deliverables you create in the course of your 

employment including but not limited to software codes, reports, algorithms, analysis etc. 

b. You shall not retain any copies of the same in your personal computer or mail systems. 

c. You understand that intellectual property is a vital asset for Eduinstyn Learning Pvt Ltd and any 

wrongful disclosure or handling of the same shall result in irreparable loss and injury to Eduinstyn 

Learning Pvt Ltd and allow Eduinstyn Learning Pvt Ltd to prosecute a legal action, claim damages or 

injunctions. 

d. You shall not use third party’s proprietary material or their intellectual property without 

appropriate authorizations and licenses to produce your work deliverables for Eduinstyn Learning 

Pvt Ltd. 

 

22. INDEMNIFICATIONS 

a. You understand that breaching actions of yours such as breach of confidentiality, breach of 

applicable laws, breach of data protection obligations, breach of intellectual property rights may 

cause Eduinstyn Learning Pvt Ltd financial, reputational or goodwill loss, hence you shall at all times 

indemnify Eduinstyn Learning Pvt Ltd, its directors, third parties and employees from and against any 

claims, losses or damages arising from your breaches or unlawful activities. 

 

23. NON -SOLICITATION 

a. You shall not directly or indirectly induce, influence, coerce, solicit any of Eduinstyn Learning 

Pvt Ltd’s customers or employees. This restriction applies during your tenure with Eduinstyn 

Learning Pvt Ltd and for a duration of two years after termination of your engagement 

with Eduinstyn Learning Pvt Ltd, regardless of the reason for termination of your engagement 

with Eduinstyn Learning Pvt Ltd. 

 

24. AMENDMENTS 

a. The Company reserves the right to amend the terms and conditions related to employment, 

the policies, the rules, and regulations applicable to employees. Such changes would be 

communicated through internal communication to the employees at large. Such changes shall be 

deemed to be part of your employment conditions. All enclosures herewith are deemed part of your 

employment agreement with the Company. 

 

25. EXCLUSIVE JURISDICTION 

a. Your employment and conditions of employment are exclusively governed by the laws of India 

and the courts of Bangalore shall have the exclusive jurisdiction on any dispute arising on matters 

related to your employment. 

 

26. SEVERABILITY 

mailto:study@instyn.school


EduInstyn Learning Pvt Ltd 

675, 9th Main Rd, Sector 7 

HSR Layout, Bengaluru, 

Karnataka 560068 

CIN: U80902KA2022PTC156854 

PAN: AAGCE8604F 

study@instyn.school 

 

 

a. If any part of this agreement is held invalid, void, or unenforceable, the remainder of the terms 

shall continue to be fully enforceable minus the portion which is not enforceable. 

 

 

CONFIRMATION OF ACCEPTANCE 

We request you to complete and return a copy of this letter as a token of written 

acceptance of this offer. If we do not receive a written acceptance as above from you within 7 days 

of the date of this letter, we shall assume that you do not wish to take up this offer of employment 

and our offer will lapse automatically. We sincerely hope that you will accept this appointment and 

look forward to having you onboard. 

 

Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 

 

 

ANNEXURE-1 

 
THE CTC PROVIDED BY THE COMPANY WILL BE INR 2,40,000 LPA for 3 months of probation period, 

after probation period the same will be revised to INR 3,00,000 LPA for a period of 3 months 

thereafter. After completion of 6 months in our organization your CTC will be revised to INR 5,00,000 

LPA as fixed component and INR 3,00,000 LPA as the variable component 

 

Subject to deductions for Employee’s contribution to PF, Professional Tax, Income Tax and other 
statutory deductions that may be applicable. • EPFO guidelines for International Worker applicable. • 
Any other relevant Compensation & Benefits related matter shall be governed by the service rules and 

policies in force and applicable from time to time. • As per IT Act, it is mandatory for all individuals 
working in India whose receipts are subject to deduction of tax at source (the deducted) to furnish his/ 

her PAN details to the deductor (Company), failing which the deductor (Company) w.e.f. April 2010 will 

deduct Tax at Source at rates higher than normal as per norms. 
 

Sl no Salary Breakup Total Monthly 

1 Basic Salary     1,20,000.00           10,000.00  

2 Dearness Allowance        36,000.00             3,000.00  

3 House Rent Allowance        60,000.00             5,000.00  

4 Special Allowance        24,000.00             2,000.00  

  Gross Salary     2,40,000.00           20,000.00  

        

1 Professional Tax          2,400.00                200.00  

2 Income tax - TDS                      -                           -    

  Total Deductions          2,400.00                200.00  

        

  Net Salary     2,37,600.00           19,800.00  

 

 
Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 
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Dear ANAND AMMOGI BALURAGI 

Appointment letter 

Bangalore 

Further to your recent interview, conditional on and subject to no adverse findings arising 

from any of the employee background verification checks, required to be carried out by the 

Organization, I am pleased to offer you the following employment with Eduinstyn Learning Pvt Ltd, 

with a commencement date of 02/14/2022(Month/date/year). Please report to the undersigned 

on 02/14/2022(Month/date/year) will carry an annual CTC of INR 2,40,000/- at 11:00 AM at our 

office address - 675, 9th Main Rd, Sector 7, HSR Layout, Bengaluru, Karnataka based on the terms 

and conditions stated herein. This offer letter upon written acceptance by you shall be deemed as an 

Employment Agreement. 

1. BACKGROUND CHECKS AND REFERENCE CHECKS

a. During the term of your employment, you may also be subject to the same / similar / other

background verification checks being repeated at such intervals as may be determined solely by the 

Company. In the event that there are any adverse findings that arise during the course of or as a 

result of such background verification checks, you may be subject to disciplinary proceedings up to 

and including but not limited to termination of your employment. For the purpose of obtaining your 

present employer’s reference, you agree that your written acceptance will constitute your 

permission to write for reference checks. 

2. PROBATION

a. You will be on probation for a period of 15 days during which your performance shall be

reviewed by the Company. In case of unsatisfactory performance your probation may be ended or 

extended subject to additional conditions. 

b. Upon successful completion of the probation period without any extension you shall be

deemed to have been confirmed in the services of the Company as permanent Employee automatic. 

c. Upon your successful completion of probation period and becoming a regular employee, you

are required to work with us for a minimum tenure of 12 months from the date of confirmation. At 

any point in time if you wish to leave the company due to reasons of your own, you will have to pay 

a compensation amounting to 1 month’s total pay. 

d. NOTE: If you were hired as Trainee/Intern before for a period up to 3 months/6 Months.

The Probationary will be considered as void. 

3. JOB TITLE: Manger-Sales
As a term of your employment from time to time you may be required to undertake such 

other duties as they may be commensurate with the business needs of the Company. 

4. COMPENSATION

a. Your remuneration shall be as per Annexure titled “Annexure-1”.
b. Salary is subject to Income Tax and other statutory deductions and will be paid into a bank

account indicated by you. 

c. You will receive a monthly pay statement detailing gross pay and deductions. Any subsequent

changes to your salary will be highlighted in that statement. 
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d. Periodically your performance will be reviewed. If a performance award (bonus) is applicable,

it will usually be paid subject to your performance appraisal, ratings and company performance and 

other such criteria at payout intervals determined by the Company. 

e. In the event of an Income tax liability or any other tax liability or any statutory charges arising

as a result of your employment with the Company, these will be borne by yourself, and Company 

shall in no event be liable for payment of these taxes or any other charges of this nature for the 

period of your employment or after cessation of your employment with the Company. 

5. SALARY REVISIONS

a. The Company may undertake a periodic review of salaries, and will notify you of any

amendments which are to be applied. Such reviews will take due consideration of, amongst other 

things, inflationary, deflationary, market and other economic pressures impacting the company and 

the staff. 

6. DEDUCTIONS FROM PAY

a. When your employment ends, if the number of annual leaves you have taken exceeds your

entitlement, an appropriate deduction will be made from your full and final payout. 

b. Any leave balance outstanding in your name may be encashed subject to the Leave

encashment Policy applicable. 

c. If you are summarily dismissed, or you leave the Company without giving due notice under

your contract of employment, your entitlement to holiday pay ends with the date of termination. 

7. HOURS OF WORK

a. Your usual working hours shall be 8 hours excluding the breaks. However, you may be required

to put in additional hours as and when there is a business requirement. 

b. The business working days of the Company 6 Days a week. For any Shift working, the Company

shall inform you reasonably in advance. 

8. ADDITIONAL HOURS

a. Subject to your role qualifying for overtime under applicable statutory provisions if occasions

so arise when you may be required to work additional hours beyond normal hours. 

9. LEAVES

a. The Company’s holiday year runs from the first day of January to the last day of December in
the same year. 

b. In a Year, you are entitled to 15 days of earned leave, 6 days of casual leave and 6 days of sick

leave. This should be informed and approved by HR, AVP & VP/Head of the Department 15 days 

prior to the leaves. 

c. Please refer to the detailed Leave Policy upon joining.

d. No salary will be paid for periods of unauthorized absence. Unauthorized absence for a period

of more than 3 days shall result in termination of employment on grounds of abandonment of 

employment. 

e. Subject to conditions prescribed by the law, Maternity Leave for a period of 6 months shall be

available to women employees who have worked for a period of minimum of 80 days. 

10. PLACE OF WORK AND MOBILITY

a. Your usual location of work will be Bangalore. However, you may be required from time to

time to work at or from any office or location of the Company or within different companies 
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affiliated to Eduinstyn Learning Pvt Ltd. A change of your place of residence may be required from 

time to time and you may be transferred from one city to another for the business needs of the 

Company. In case of transfer, your transfer shall be subject to the Relocation Policy. 

 

11. RETIREMENT 

a. Normal retirement in the company is at age 58. Your employment will terminate automatically 

at the end of the month in which your 58th birthday occurs, unless you are otherwise advised by 

individual notice. You may also be retired earlier if found to be medically unfit or suffer any other 

incapacity that may impact on the effective performance of your services. 

 

12. RULES AND REGULATIONS 

a. Eduinstyn Learning Pvt Ltd is a business based on integrity and mutual trust. To maintain and 

safeguard the trust and confidence of customers and the public certain ethical principles and 

standards of conduct have to be maintained. 

b. In addition to any requirement under the Code of Conduct, you are also required as a 

condition of continued employment to disclose to Eduinstyn Learning Pvt Ltd immediately and 

without any delay, any instance of you being arrested or charged or convicted of any criminal 

offence(s) and / or being declared bankrupt during the course of your employment. Failure to 

disclose such information may result in disciplinary proceedings up to and including but not limited 

to termination of employment. 

c. Other specific rules and regulations will be notified by the Company from time to time. 

d. Policies, Code of Conduct, rules, and regulations may be amended from time to time. You are 

required to keep yourself updated on such changes. 

 

13. CONFIDENTIALITY 

a. As a condition of employment, you are required to sign and return the Non-Disclosure 

Agreement in Annexure that pledges confidentiality on all business matters pertaining to Eduinstyn 

Learning Pvt Ltd, its subsidiaries, the company, and its customers. A breach of confidentiality is a 

material breach and may result in disciplinary proceedings including but not limited to injunction, 

termination of employment or claims of damages. 

 

14. PROTECTION OF PERSONAL DATA 

a. Eduinstyn Learning Pvt Ltd adopts industry standard software for maintenance of employee 

and customer data and Personal data of employees and customer data. Such data may be processed 

for human resources administration purposes, including payroll administration, career development, 

performance and health and safety administration and such business and operational needs. 

b. In order to process your personal data, the Company needs your consent. A format of such 

consent is enclosed with this letter. 

c. We request you to read and confirm your consent and return the Consent to us. Access to 

information systems and your personal data will be protected in accordance with our standard 

practices. 

 

15. USE OF SOFTWARE AND SYSTEMS ACCESS 

a. You are required to follow policies, rules and procedures laid down by the Company in this 

letter and those subsequently notified by the Company. 

 

 

16. DATA PROTECTION 
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a. Under the Company’s policies, you have a responsibility to ensure that all personal data, 

confidential information you process or process, is kept protected. Unauthorized disclosure of 

personal data of anyone, yourself, your colleagues, vendors, or customers is a material breach and 

may result in disciplinary action including but not limited to termination of employment and other 

actions as may be necessary under the applicable laws governing data protection. Therefore, you 

must ensure that you do the following in addition to all other guidance regarding data protection 

you may receive from the Company from time to time: 

b. Do not disclose personal data without authority 

c. Do not access information or systems not directly relevant to each task Do not treat personal 

data carelessly 

d. Lock all printouts away when not in use 

e. Do not disclose your computer password to any unauthorized person. 

f. Under the Company’s policies, it is important that the Company’s internal, restricted, or highly 

restricted personal records are maintained as accurately as possible. Hence, you must notify the 

Company in writing of any change in your personal circumstances, such as your address, marital 

status, birth of children, attainment of professional qualifications, and so forth. 

 

17. Performance Improvement Plan 

During this period, you are required to adhere and deliver the KPI (Key performance indicators) 

which will be communicated to you as and when this is being implemented 

 

18. TERMINATION OF YOUR EMPLOYMENT BY THE COMPANY 

a. Post confirmation, you may be terminated on the grounds of misconduct, breach of 

employment terms or policies, breach of laws. 

b. In the event of misconduct, breach of policies, Code of Conduct, involvement in any criminal 

activity of sexual harassment incident or similar such reasons, the notice period of one month shall 

not apply and services may require to be terminated at shorter notice. 

c. Notice of Termination may be handed to you personally, by email or sent to your last recorded 

address. The Company reserves the right to ask that you no longer work at your office location for 

the duration of your notice period in case circumstances so require. 

 

19. TERMINATION OF EMPLOYMENT BY YOU 

a. During probation, you are required to give the company at least one calendar months’ notice 

in writing. Post confirmation, you are required to give the company a minimum of 1 months’ notice 

in writing. Where a notice period as per terms of employment is not served, pay in lieu of notice 

period would be reduced from the final settlement dues to the employee. Upon immediate 

termination of employment by you, you will have to compensate by paying an amount equal to 2 

months’ salary to the Company in lieu of the notice period. 

b. Violation during Notice Period: During notice period you are expected to adhere to all the KPIs 

and perform to the best of your abilities. In the event that the KPIs are not met, the work and 

compensation will be considered null and void during the notice period and the compensation as per 

clause 19.a will have to be paid by you. 

c. Corollary: If during the notice period, you fail to achieve the KPIs – you have an option to move 

to a “Pay per Conversion” model wherein you will be eligible to receive 30% of the revenue 

generated and received on behalf of the company. 

 

20. RETURN OF ASSETS UPON END OF YOUR ENGAGEMENT 
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a. You shall immediately return all computers, software, access cards, work deliverables, 

completed or work in progress and any other Eduinstyn Learning Pvt Ltd provided property upon 

your end of employment. You shall not make any copies of work products or software or retain any 

of Eduinstyn Learning Pvt Ltd assets in your possession after your employment with Eduinstyn 

Learning Pvt Ltd comes to an end. You understand that a breach of this obligation entitles Eduinstyn 

Learning Pvt Ltd to take civil and criminal actions as applicable for recovery of its assets. 

 

21. INTELLECTUAL PROPERTY RIGHTS IN DELIVERABLES 

a. In consideration of your employment, you agree and hereby assign all intellectual property 

rights copyrights, patents, trademarks, design rights or any other proprietary right and moral rights 

assignable to Eduinstyn Learning Pvt Ltd in all deliverables you create in the course of your 

employment including but not limited to software codes, reports, algorithms, analysis etc. 

b. You shall not retain any copies of the same in your personal computer or mail systems. 

c. You understand that intellectual property is a vital asset for Eduinstyn Learning Pvt Ltd and any 

wrongful disclosure or handling of the same shall result in irreparable loss and injury to Eduinstyn 

Learning Pvt Ltd and allow Eduinstyn Learning Pvt Ltd to prosecute a legal action, claim damages or 

injunctions. 

d. You shall not use third party’s proprietary material or their intellectual property without 

appropriate authorizations and licenses to produce your work deliverables for Eduinstyn Learning 

Pvt Ltd. 

 

22. INDEMNIFICATIONS 

a. You understand that breaching actions of yours such as breach of confidentiality, breach of 

applicable laws, breach of data protection obligations, breach of intellectual property rights may 

cause Eduinstyn Learning Pvt Ltd financial, reputational or goodwill loss, hence you shall at all times 

indemnify Eduinstyn Learning Pvt Ltd, its directors, third parties and employees from and against any 

claims, losses or damages arising from your breaches or unlawful activities. 

 

23. NON -SOLICITATION 

a. You shall not directly or indirectly induce, influence, coerce, solicit any of Eduinstyn Learning 

Pvt Ltd’s customers or employees. This restriction applies during your tenure with Eduinstyn 

Learning Pvt Ltd and for a duration of two years after termination of your engagement 

with Eduinstyn Learning Pvt Ltd, regardless of the reason for termination of your engagement 

with Eduinstyn Learning Pvt Ltd. 

 

24. AMENDMENTS 

a. The Company reserves the right to amend the terms and conditions related to employment, 

the policies, the rules, and regulations applicable to employees. Such changes would be 

communicated through internal communication to the employees at large. Such changes shall be 

deemed to be part of your employment conditions. All enclosures herewith are deemed part of your 

employment agreement with the Company. 

 

25. EXCLUSIVE JURISDICTION 

a. Your employment and conditions of employment are exclusively governed by the laws of India 

and the courts of Bangalore shall have the exclusive jurisdiction on any dispute arising on matters 

related to your employment. 

 

26. SEVERABILITY 
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a. If any part of this agreement is held invalid, void, or unenforceable, the remainder of the terms 

shall continue to be fully enforceable minus the portion which is not enforceable. 

 

 

CONFIRMATION OF ACCEPTANCE 

We request you to complete and return a copy of this letter as a token of written 

acceptance of this offer. If we do not receive a written acceptance as above from you within 7 days 

of the date of this letter, we shall assume that you do not wish to take up this offer of employment 

and our offer will lapse automatically. We sincerely hope that you will accept this appointment and 

look forward to having you onboard. 

 

Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 

 

 

ANNEXURE-1 

 
THE CTC PROVIDED BY THE COMPANY WILL BE INR 2,40,000 LPA for 3 months of probation period, 

after probation period the same will be revised to INR 3,00,000 LPA for a period of 3 months 

thereafter. After completion of 6 months in our organization your CTC will be revised to INR 5,00,000 

LPA as fixed component and INR 3,00,000 LPA as the variable component 

 

Subject to deductions for Employee’s contribution to PF, Professional Tax, Income Tax and other 
statutory deductions that may be applicable. • EPFO guidelines for International Worker applicable. • 
Any other relevant Compensation & Benefits related matter shall be governed by the service rules and 

policies in force and applicable from time to time. • As per IT Act, it is mandatory for all individuals 
working in India whose receipts are subject to deduction of tax at source (the deducted) to furnish his/ 

her PAN details to the deductor (Company), failing which the deductor (Company) w.e.f. April 2010 will 

deduct Tax at Source at rates higher than normal as per norms. 
 

Sl no Salary Breakup Total Monthly 

1 Basic Salary     1,20,000.00           10,000.00  

2 Dearness Allowance        36,000.00             3,000.00  

3 House Rent Allowance        60,000.00             5,000.00  

4 Special Allowance        24,000.00             2,000.00  

  Gross Salary     2,40,000.00           20,000.00  

        

1 Professional Tax          2,400.00                200.00  

2 Income tax - TDS                      -                           -    

  Total Deductions          2,400.00                200.00  

        

  Net Salary     2,37,600.00           19,800.00  

 

 
Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 
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Dear ANIRUDH RAJESH 

Appointment letter 

Bangalore 

Further to your recent interview, conditional on and subject to no adverse findings arising 

from any of the employee background verification checks, required to be carried out by the 

Organization, I am pleased to offer you the following employment with Eduinstyn Learning Pvt Ltd, 

with a commencement date of 02/14/2022(Month/date/year). Please report to the undersigned 

on 02/14/2022(Month/date/year) will carry an annual CTC of INR 2,40,000/- at 11:00 AM at our 

office address - 675, 9th Main Rd, Sector 7, HSR Layout, Bengaluru, Karnataka based on the terms 

and conditions stated herein. This offer letter upon written acceptance by you shall be deemed as an 

Employment Agreement. 

1. BACKGROUND CHECKS AND REFERENCE CHECKS

a. During the term of your employment, you may also be subject to the same / similar / other

background verification checks being repeated at such intervals as may be determined solely by the 

Company. In the event that there are any adverse findings that arise during the course of or as a 

result of such background verification checks, you may be subject to disciplinary proceedings up to 

and including but not limited to termination of your employment. For the purpose of obtaining your 

present employer’s reference, you agree that your written acceptance will constitute your 

permission to write for reference checks. 

2. PROBATION

a. You will be on probation for a period of 15 days during which your performance shall be

reviewed by the Company. In case of unsatisfactory performance your probation may be ended or 

extended subject to additional conditions. 

b. Upon successful completion of the probation period without any extension you shall be

deemed to have been confirmed in the services of the Company as permanent Employee automatic. 

c. Upon your successful completion of probation period and becoming a regular employee, you

are required to work with us for a minimum tenure of 12 months from the date of confirmation. At 

any point in time if you wish to leave the company due to reasons of your own, you will have to pay 

a compensation amounting to 1 month’s total pay. 

d. NOTE: If you were hired as Trainee/Intern before for a period up to 3 months/6 Months.

The Probationary will be considered as void. 

3. JOB TITLE: Manger-Sales
As a term of your employment from time to time you may be required to undertake such 

other duties as they may be commensurate with the business needs of the Company. 

4. COMPENSATION

a. Your remuneration shall be as per Annexure titled “Annexure-1”.
b. Salary is subject to Income Tax and other statutory deductions and will be paid into a bank

account indicated by you. 

c. You will receive a monthly pay statement detailing gross pay and deductions. Any subsequent

changes to your salary will be highlighted in that statement. 
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d. Periodically your performance will be reviewed. If a performance award (bonus) is applicable,

it will usually be paid subject to your performance appraisal, ratings and company performance and 

other such criteria at payout intervals determined by the Company. 

e. In the event of an Income tax liability or any other tax liability or any statutory charges arising

as a result of your employment with the Company, these will be borne by yourself, and Company 

shall in no event be liable for payment of these taxes or any other charges of this nature for the 

period of your employment or after cessation of your employment with the Company. 

5. SALARY REVISIONS

a. The Company may undertake a periodic review of salaries, and will notify you of any

amendments which are to be applied. Such reviews will take due consideration of, amongst other 

things, inflationary, deflationary, market and other economic pressures impacting the company and 

the staff. 

6. DEDUCTIONS FROM PAY

a. When your employment ends, if the number of annual leaves you have taken exceeds your

entitlement, an appropriate deduction will be made from your full and final payout. 

b. Any leave balance outstanding in your name may be encashed subject to the Leave

encashment Policy applicable. 

c. If you are summarily dismissed, or you leave the Company without giving due notice under

your contract of employment, your entitlement to holiday pay ends with the date of termination. 

7. HOURS OF WORK

a. Your usual working hours shall be 8 hours excluding the breaks. However, you may be required

to put in additional hours as and when there is a business requirement. 

b. The business working days of the Company 6 Days a week. For any Shift working, the Company

shall inform you reasonably in advance. 

8. ADDITIONAL HOURS

a. Subject to your role qualifying for overtime under applicable statutory provisions if occasions

so arise when you may be required to work additional hours beyond normal hours. 

9. LEAVES

a. The Company’s holiday year runs from the first day of January to the last day of December in
the same year. 

b. In a Year, you are entitled to 15 days of earned leave, 6 days of casual leave and 6 days of sick

leave. This should be informed and approved by HR, AVP & VP/Head of the Department 15 days 

prior to the leaves. 

c. Please refer to the detailed Leave Policy upon joining.

d. No salary will be paid for periods of unauthorized absence. Unauthorized absence for a period

of more than 3 days shall result in termination of employment on grounds of abandonment of 

employment. 

e. Subject to conditions prescribed by the law, Maternity Leave for a period of 6 months shall be

available to women employees who have worked for a period of minimum of 80 days. 

10. PLACE OF WORK AND MOBILITY

a. Your usual location of work will be Bangalore. However, you may be required from time to

time to work at or from any office or location of the Company or within different companies 
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affiliated to Eduinstyn Learning Pvt Ltd. A change of your place of residence may be required from 

time to time and you may be transferred from one city to another for the business needs of the 

Company. In case of transfer, your transfer shall be subject to the Relocation Policy. 

 

11. RETIREMENT 

a. Normal retirement in the company is at age 58. Your employment will terminate automatically 

at the end of the month in which your 58th birthday occurs, unless you are otherwise advised by 

individual notice. You may also be retired earlier if found to be medically unfit or suffer any other 

incapacity that may impact on the effective performance of your services. 

 

12. RULES AND REGULATIONS 

a. Eduinstyn Learning Pvt Ltd is a business based on integrity and mutual trust. To maintain and 

safeguard the trust and confidence of customers and the public certain ethical principles and 

standards of conduct have to be maintained. 

b. In addition to any requirement under the Code of Conduct, you are also required as a 

condition of continued employment to disclose to Eduinstyn Learning Pvt Ltd immediately and 

without any delay, any instance of you being arrested or charged or convicted of any criminal 

offence(s) and / or being declared bankrupt during the course of your employment. Failure to 

disclose such information may result in disciplinary proceedings up to and including but not limited 

to termination of employment. 

c. Other specific rules and regulations will be notified by the Company from time to time. 

d. Policies, Code of Conduct, rules, and regulations may be amended from time to time. You are 

required to keep yourself updated on such changes. 

 

13. CONFIDENTIALITY 

a. As a condition of employment, you are required to sign and return the Non-Disclosure 

Agreement in Annexure that pledges confidentiality on all business matters pertaining to Eduinstyn 

Learning Pvt Ltd, its subsidiaries, the company, and its customers. A breach of confidentiality is a 

material breach and may result in disciplinary proceedings including but not limited to injunction, 

termination of employment or claims of damages. 

 

14. PROTECTION OF PERSONAL DATA 

a. Eduinstyn Learning Pvt Ltd adopts industry standard software for maintenance of employee 

and customer data and Personal data of employees and customer data. Such data may be processed 

for human resources administration purposes, including payroll administration, career development, 

performance and health and safety administration and such business and operational needs. 

b. In order to process your personal data, the Company needs your consent. A format of such 

consent is enclosed with this letter. 

c. We request you to read and confirm your consent and return the Consent to us. Access to 

information systems and your personal data will be protected in accordance with our standard 

practices. 

 

15. USE OF SOFTWARE AND SYSTEMS ACCESS 

a. You are required to follow policies, rules and procedures laid down by the Company in this 

letter and those subsequently notified by the Company. 

 

 

16. DATA PROTECTION 
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a. Under the Company’s policies, you have a responsibility to ensure that all personal data, 

confidential information you process or process, is kept protected. Unauthorized disclosure of 

personal data of anyone, yourself, your colleagues, vendors, or customers is a material breach and 

may result in disciplinary action including but not limited to termination of employment and other 

actions as may be necessary under the applicable laws governing data protection. Therefore, you 

must ensure that you do the following in addition to all other guidance regarding data protection 

you may receive from the Company from time to time: 

b. Do not disclose personal data without authority 

c. Do not access information or systems not directly relevant to each task Do not treat personal 

data carelessly 

d. Lock all printouts away when not in use 

e. Do not disclose your computer password to any unauthorized person. 

f. Under the Company’s policies, it is important that the Company’s internal, restricted, or highly 

restricted personal records are maintained as accurately as possible. Hence, you must notify the 

Company in writing of any change in your personal circumstances, such as your address, marital 

status, birth of children, attainment of professional qualifications, and so forth. 

 

17. Performance Improvement Plan 

During this period, you are required to adhere and deliver the KPI (Key performance indicators) 

which will be communicated to you as and when this is being implemented 

 

18. TERMINATION OF YOUR EMPLOYMENT BY THE COMPANY 

a. Post confirmation, you may be terminated on the grounds of misconduct, breach of 

employment terms or policies, breach of laws. 

b. In the event of misconduct, breach of policies, Code of Conduct, involvement in any criminal 

activity of sexual harassment incident or similar such reasons, the notice period of one month shall 

not apply and services may require to be terminated at shorter notice. 

c. Notice of Termination may be handed to you personally, by email or sent to your last recorded 

address. The Company reserves the right to ask that you no longer work at your office location for 

the duration of your notice period in case circumstances so require. 

 

19. TERMINATION OF EMPLOYMENT BY YOU 

a. During probation, you are required to give the company at least one calendar months’ notice 

in writing. Post confirmation, you are required to give the company a minimum of 1 months’ notice 

in writing. Where a notice period as per terms of employment is not served, pay in lieu of notice 

period would be reduced from the final settlement dues to the employee. Upon immediate 

termination of employment by you, you will have to compensate by paying an amount equal to 2 

months’ salary to the Company in lieu of the notice period. 

b. Violation during Notice Period: During notice period you are expected to adhere to all the KPIs 

and perform to the best of your abilities. In the event that the KPIs are not met, the work and 

compensation will be considered null and void during the notice period and the compensation as per 

clause 19.a will have to be paid by you. 

c. Corollary: If during the notice period, you fail to achieve the KPIs – you have an option to move 

to a “Pay per Conversion” model wherein you will be eligible to receive 30% of the revenue 

generated and received on behalf of the company. 

 

20. RETURN OF ASSETS UPON END OF YOUR ENGAGEMENT 
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a. You shall immediately return all computers, software, access cards, work deliverables, 

completed or work in progress and any other Eduinstyn Learning Pvt Ltd provided property upon 

your end of employment. You shall not make any copies of work products or software or retain any 

of Eduinstyn Learning Pvt Ltd assets in your possession after your employment with Eduinstyn 

Learning Pvt Ltd comes to an end. You understand that a breach of this obligation entitles Eduinstyn 

Learning Pvt Ltd to take civil and criminal actions as applicable for recovery of its assets. 

 

21. INTELLECTUAL PROPERTY RIGHTS IN DELIVERABLES 

a. In consideration of your employment, you agree and hereby assign all intellectual property 

rights copyrights, patents, trademarks, design rights or any other proprietary right and moral rights 

assignable to Eduinstyn Learning Pvt Ltd in all deliverables you create in the course of your 

employment including but not limited to software codes, reports, algorithms, analysis etc. 

b. You shall not retain any copies of the same in your personal computer or mail systems. 

c. You understand that intellectual property is a vital asset for Eduinstyn Learning Pvt Ltd and any 

wrongful disclosure or handling of the same shall result in irreparable loss and injury to Eduinstyn 

Learning Pvt Ltd and allow Eduinstyn Learning Pvt Ltd to prosecute a legal action, claim damages or 

injunctions. 

d. You shall not use third party’s proprietary material or their intellectual property without 

appropriate authorizations and licenses to produce your work deliverables for Eduinstyn Learning 

Pvt Ltd. 

 

22. INDEMNIFICATIONS 

a. You understand that breaching actions of yours such as breach of confidentiality, breach of 

applicable laws, breach of data protection obligations, breach of intellectual property rights may 

cause Eduinstyn Learning Pvt Ltd financial, reputational or goodwill loss, hence you shall at all times 

indemnify Eduinstyn Learning Pvt Ltd, its directors, third parties and employees from and against any 

claims, losses or damages arising from your breaches or unlawful activities. 

 

23. NON -SOLICITATION 

a. You shall not directly or indirectly induce, influence, coerce, solicit any of Eduinstyn Learning 

Pvt Ltd’s customers or employees. This restriction applies during your tenure with Eduinstyn 

Learning Pvt Ltd and for a duration of two years after termination of your engagement 

with Eduinstyn Learning Pvt Ltd, regardless of the reason for termination of your engagement 

with Eduinstyn Learning Pvt Ltd. 

 

24. AMENDMENTS 

a. The Company reserves the right to amend the terms and conditions related to employment, 

the policies, the rules, and regulations applicable to employees. Such changes would be 

communicated through internal communication to the employees at large. Such changes shall be 

deemed to be part of your employment conditions. All enclosures herewith are deemed part of your 

employment agreement with the Company. 

 

25. EXCLUSIVE JURISDICTION 

a. Your employment and conditions of employment are exclusively governed by the laws of India 

and the courts of Bangalore shall have the exclusive jurisdiction on any dispute arising on matters 

related to your employment. 

 

26. SEVERABILITY 
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a. If any part of this agreement is held invalid, void, or unenforceable, the remainder of the terms 

shall continue to be fully enforceable minus the portion which is not enforceable. 

 

 

CONFIRMATION OF ACCEPTANCE 

We request you to complete and return a copy of this letter as a token of written 

acceptance of this offer. If we do not receive a written acceptance as above from you within 7 days 

of the date of this letter, we shall assume that you do not wish to take up this offer of employment 

and our offer will lapse automatically. We sincerely hope that you will accept this appointment and 

look forward to having you onboard. 

 

Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 

 

 

ANNEXURE-1 

 
THE CTC PROVIDED BY THE COMPANY WILL BE INR 2,40,000 LPA for 3 months of probation period, 

after probation period the same will be revised to INR 3,00,000 LPA for a period of 3 months 

thereafter. After completion of 6 months in our organization your CTC will be revised to INR 5,00,000 

LPA as fixed component and INR 3,00,000 LPA as the variable component 

 

Subject to deductions for Employee’s contribution to PF, Professional Tax, Income Tax and other 
statutory deductions that may be applicable. • EPFO guidelines for International Worker applicable. • 
Any other relevant Compensation & Benefits related matter shall be governed by the service rules and 

policies in force and applicable from time to time. • As per IT Act, it is mandatory for all individuals 
working in India whose receipts are subject to deduction of tax at source (the deducted) to furnish his/ 

her PAN details to the deductor (Company), failing which the deductor (Company) w.e.f. April 2010 will 

deduct Tax at Source at rates higher than normal as per norms. 
 

Sl no Salary Breakup Total Monthly 

1 Basic Salary     1,20,000.00           10,000.00  

2 Dearness Allowance        36,000.00             3,000.00  

3 House Rent Allowance        60,000.00             5,000.00  

4 Special Allowance        24,000.00             2,000.00  

  Gross Salary     2,40,000.00           20,000.00  

        

1 Professional Tax          2,400.00                200.00  

2 Income tax - TDS                      -                           -    

  Total Deductions          2,400.00                200.00  

        

  Net Salary     2,37,600.00           19,800.00  

 

 
Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 
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Dear Abhishek Sangayya Bhusanurmath 

Appointment letter 

Bangalore 

Further to your recent interview, conditional on and subject to no adverse findings arising 

from any of the employee background verification checks, required to be carried out by the 

Organization, I am pleased to offer you the following employment with Eduinstyn Learning Pvt Ltd, 

with a commencement date of 02/14/2022(Month/date/year). Please report to the undersigned 

on 02/14/2022(Month/date/year) will carry an annual CTC of INR 2,40,000/- at 11:00 AM at our 

office address - 675, 9th Main Rd, Sector 7, HSR Layout, Bengaluru, Karnataka based on the terms 

and conditions stated herein. This offer letter upon written acceptance by you shall be deemed as an 

Employment Agreement. 

1. BACKGROUND CHECKS AND REFERENCE CHECKS

a. During the term of your employment, you may also be subject to the same / similar / other

background verification checks being repeated at such intervals as may be determined solely by the 

Company. In the event that there are any adverse findings that arise during the course of or as a 

result of such background verification checks, you may be subject to disciplinary proceedings up to 

and including but not limited to termination of your employment. For the purpose of obtaining your 

present employer’s reference, you agree that your written acceptance will constitute your 

permission to write for reference checks. 

2. PROBATION

a. You will be on probation for a period of 15 days during which your performance shall be

reviewed by the Company. In case of unsatisfactory performance your probation may be ended or 

extended subject to additional conditions. 

b. Upon successful completion of the probation period without any extension you shall be

deemed to have been confirmed in the services of the Company as permanent Employee automatic. 

c. Upon your successful completion of probation period and becoming a regular employee, you

are required to work with us for a minimum tenure of 12 months from the date of confirmation. At 

any point in time if you wish to leave the company due to reasons of your own, you will have to pay 

a compensation amounting to 1 month’s total pay. 

d. NOTE: If you were hired as Trainee/Intern before for a period up to 3 months/6 Months.

The Probationary will be considered as void. 

3. JOB TITLE: Manger-Sales
As a term of your employment from time to time you may be required to undertake such 

other duties as they may be commensurate with the business needs of the Company. 

4. COMPENSATION

a. Your remuneration shall be as per Annexure titled “Annexure-1”.
b. Salary is subject to Income Tax and other statutory deductions and will be paid into a bank

account indicated by you. 

c. You will receive a monthly pay statement detailing gross pay and deductions. Any subsequent

changes to your salary will be highlighted in that statement. 
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d. Periodically your performance will be reviewed. If a performance award (bonus) is applicable,

it will usually be paid subject to your performance appraisal, ratings and company performance and 

other such criteria at payout intervals determined by the Company. 

e. In the event of an Income tax liability or any other tax liability or any statutory charges arising

as a result of your employment with the Company, these will be borne by yourself, and Company 

shall in no event be liable for payment of these taxes or any other charges of this nature for the 

period of your employment or after cessation of your employment with the Company. 

5. SALARY REVISIONS

a. The Company may undertake a periodic review of salaries, and will notify you of any

amendments which are to be applied. Such reviews will take due consideration of, amongst other 

things, inflationary, deflationary, market and other economic pressures impacting the company and 

the staff. 

6. DEDUCTIONS FROM PAY

a. When your employment ends, if the number of annual leaves you have taken exceeds your

entitlement, an appropriate deduction will be made from your full and final payout. 

b. Any leave balance outstanding in your name may be encashed subject to the Leave

encashment Policy applicable. 

c. If you are summarily dismissed, or you leave the Company without giving due notice under

your contract of employment, your entitlement to holiday pay ends with the date of termination. 

7. HOURS OF WORK

a. Your usual working hours shall be 8 hours excluding the breaks. However, you may be required

to put in additional hours as and when there is a business requirement. 

b. The business working days of the Company 6 Days a week. For any Shift working, the Company

shall inform you reasonably in advance. 

8. ADDITIONAL HOURS

a. Subject to your role qualifying for overtime under applicable statutory provisions if occasions

so arise when you may be required to work additional hours beyond normal hours. 

9. LEAVES

a. The Company’s holiday year runs from the first day of January to the last day of December in
the same year. 

b. In a Year, you are entitled to 15 days of earned leave, 6 days of casual leave and 6 days of sick

leave. This should be informed and approved by HR, AVP & VP/Head of the Department 15 days 

prior to the leaves. 

c. Please refer to the detailed Leave Policy upon joining.

d. No salary will be paid for periods of unauthorized absence. Unauthorized absence for a period

of more than 3 days shall result in termination of employment on grounds of abandonment of 

employment. 

e. Subject to conditions prescribed by the law, Maternity Leave for a period of 6 months shall be

available to women employees who have worked for a period of minimum of 80 days. 

10. PLACE OF WORK AND MOBILITY

a. Your usual location of work will be Bangalore. However, you may be required from time to

time to work at or from any office or location of the Company or within different companies 
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affiliated to Eduinstyn Learning Pvt Ltd. A change of your place of residence may be required from 

time to time and you may be transferred from one city to another for the business needs of the 

Company. In case of transfer, your transfer shall be subject to the Relocation Policy. 

 

11. RETIREMENT 

a. Normal retirement in the company is at age 58. Your employment will terminate automatically 

at the end of the month in which your 58th birthday occurs, unless you are otherwise advised by 

individual notice. You may also be retired earlier if found to be medically unfit or suffer any other 

incapacity that may impact on the effective performance of your services. 

 

12. RULES AND REGULATIONS 

a. Eduinstyn Learning Pvt Ltd is a business based on integrity and mutual trust. To maintain and 

safeguard the trust and confidence of customers and the public certain ethical principles and 

standards of conduct have to be maintained. 

b. In addition to any requirement under the Code of Conduct, you are also required as a 

condition of continued employment to disclose to Eduinstyn Learning Pvt Ltd immediately and 

without any delay, any instance of you being arrested or charged or convicted of any criminal 

offence(s) and / or being declared bankrupt during the course of your employment. Failure to 

disclose such information may result in disciplinary proceedings up to and including but not limited 

to termination of employment. 

c. Other specific rules and regulations will be notified by the Company from time to time. 

d. Policies, Code of Conduct, rules, and regulations may be amended from time to time. You are 

required to keep yourself updated on such changes. 

 

13. CONFIDENTIALITY 

a. As a condition of employment, you are required to sign and return the Non-Disclosure 

Agreement in Annexure that pledges confidentiality on all business matters pertaining to Eduinstyn 

Learning Pvt Ltd, its subsidiaries, the company, and its customers. A breach of confidentiality is a 

material breach and may result in disciplinary proceedings including but not limited to injunction, 

termination of employment or claims of damages. 

 

14. PROTECTION OF PERSONAL DATA 

a. Eduinstyn Learning Pvt Ltd adopts industry standard software for maintenance of employee 

and customer data and Personal data of employees and customer data. Such data may be processed 

for human resources administration purposes, including payroll administration, career development, 

performance and health and safety administration and such business and operational needs. 

b. In order to process your personal data, the Company needs your consent. A format of such 

consent is enclosed with this letter. 

c. We request you to read and confirm your consent and return the Consent to us. Access to 

information systems and your personal data will be protected in accordance with our standard 

practices. 

 

15. USE OF SOFTWARE AND SYSTEMS ACCESS 

a. You are required to follow policies, rules and procedures laid down by the Company in this 

letter and those subsequently notified by the Company. 

 

 

16. DATA PROTECTION 
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a. Under the Company’s policies, you have a responsibility to ensure that all personal data, 

confidential information you process or process, is kept protected. Unauthorized disclosure of 

personal data of anyone, yourself, your colleagues, vendors, or customers is a material breach and 

may result in disciplinary action including but not limited to termination of employment and other 

actions as may be necessary under the applicable laws governing data protection. Therefore, you 

must ensure that you do the following in addition to all other guidance regarding data protection 

you may receive from the Company from time to time: 

b. Do not disclose personal data without authority 

c. Do not access information or systems not directly relevant to each task Do not treat personal 

data carelessly 

d. Lock all printouts away when not in use 

e. Do not disclose your computer password to any unauthorized person. 

f. Under the Company’s policies, it is important that the Company’s internal, restricted, or highly 

restricted personal records are maintained as accurately as possible. Hence, you must notify the 

Company in writing of any change in your personal circumstances, such as your address, marital 

status, birth of children, attainment of professional qualifications, and so forth. 

 

17. Performance Improvement Plan 

During this period, you are required to adhere and deliver the KPI (Key performance indicators) 

which will be communicated to you as and when this is being implemented 

 

18. TERMINATION OF YOUR EMPLOYMENT BY THE COMPANY 

a. Post confirmation, you may be terminated on the grounds of misconduct, breach of 

employment terms or policies, breach of laws. 

b. In the event of misconduct, breach of policies, Code of Conduct, involvement in any criminal 

activity of sexual harassment incident or similar such reasons, the notice period of one month shall 

not apply and services may require to be terminated at shorter notice. 

c. Notice of Termination may be handed to you personally, by email or sent to your last recorded 

address. The Company reserves the right to ask that you no longer work at your office location for 

the duration of your notice period in case circumstances so require. 

 

19. TERMINATION OF EMPLOYMENT BY YOU 

a. During probation, you are required to give the company at least one calendar months’ notice 

in writing. Post confirmation, you are required to give the company a minimum of 1 months’ notice 

in writing. Where a notice period as per terms of employment is not served, pay in lieu of notice 

period would be reduced from the final settlement dues to the employee. Upon immediate 

termination of employment by you, you will have to compensate by paying an amount equal to 2 

months’ salary to the Company in lieu of the notice period. 

b. Violation during Notice Period: During notice period you are expected to adhere to all the KPIs 

and perform to the best of your abilities. In the event that the KPIs are not met, the work and 

compensation will be considered null and void during the notice period and the compensation as per 

clause 19.a will have to be paid by you. 

c. Corollary: If during the notice period, you fail to achieve the KPIs – you have an option to move 

to a “Pay per Conversion” model wherein you will be eligible to receive 30% of the revenue 

generated and received on behalf of the company. 

 

20. RETURN OF ASSETS UPON END OF YOUR ENGAGEMENT 
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a. You shall immediately return all computers, software, access cards, work deliverables, 

completed or work in progress and any other Eduinstyn Learning Pvt Ltd provided property upon 

your end of employment. You shall not make any copies of work products or software or retain any 

of Eduinstyn Learning Pvt Ltd assets in your possession after your employment with Eduinstyn 

Learning Pvt Ltd comes to an end. You understand that a breach of this obligation entitles Eduinstyn 

Learning Pvt Ltd to take civil and criminal actions as applicable for recovery of its assets. 

 

21. INTELLECTUAL PROPERTY RIGHTS IN DELIVERABLES 

a. In consideration of your employment, you agree and hereby assign all intellectual property 

rights copyrights, patents, trademarks, design rights or any other proprietary right and moral rights 

assignable to Eduinstyn Learning Pvt Ltd in all deliverables you create in the course of your 

employment including but not limited to software codes, reports, algorithms, analysis etc. 

b. You shall not retain any copies of the same in your personal computer or mail systems. 

c. You understand that intellectual property is a vital asset for Eduinstyn Learning Pvt Ltd and any 

wrongful disclosure or handling of the same shall result in irreparable loss and injury to Eduinstyn 

Learning Pvt Ltd and allow Eduinstyn Learning Pvt Ltd to prosecute a legal action, claim damages or 

injunctions. 

d. You shall not use third party’s proprietary material or their intellectual property without 

appropriate authorizations and licenses to produce your work deliverables for Eduinstyn Learning 

Pvt Ltd. 

 

22. INDEMNIFICATIONS 

a. You understand that breaching actions of yours such as breach of confidentiality, breach of 

applicable laws, breach of data protection obligations, breach of intellectual property rights may 

cause Eduinstyn Learning Pvt Ltd financial, reputational or goodwill loss, hence you shall at all times 

indemnify Eduinstyn Learning Pvt Ltd, its directors, third parties and employees from and against any 

claims, losses or damages arising from your breaches or unlawful activities. 

 

23. NON -SOLICITATION 

a. You shall not directly or indirectly induce, influence, coerce, solicit any of Eduinstyn Learning 

Pvt Ltd’s customers or employees. This restriction applies during your tenure with Eduinstyn 

Learning Pvt Ltd and for a duration of two years after termination of your engagement 

with Eduinstyn Learning Pvt Ltd, regardless of the reason for termination of your engagement 

with Eduinstyn Learning Pvt Ltd. 

 

24. AMENDMENTS 

a. The Company reserves the right to amend the terms and conditions related to employment, 

the policies, the rules, and regulations applicable to employees. Such changes would be 

communicated through internal communication to the employees at large. Such changes shall be 

deemed to be part of your employment conditions. All enclosures herewith are deemed part of your 

employment agreement with the Company. 

 

25. EXCLUSIVE JURISDICTION 

a. Your employment and conditions of employment are exclusively governed by the laws of India 

and the courts of Bangalore shall have the exclusive jurisdiction on any dispute arising on matters 

related to your employment. 

 

26. SEVERABILITY 
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a. If any part of this agreement is held invalid, void, or unenforceable, the remainder of the terms 

shall continue to be fully enforceable minus the portion which is not enforceable. 

 

 

CONFIRMATION OF ACCEPTANCE 

We request you to complete and return a copy of this letter as a token of written 

acceptance of this offer. If we do not receive a written acceptance as above from you within 7 days 

of the date of this letter, we shall assume that you do not wish to take up this offer of employment 

and our offer will lapse automatically. We sincerely hope that you will accept this appointment and 

look forward to having you onboard. 

 

Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 

 

 

ANNEXURE-1 

 
THE CTC PROVIDED BY THE COMPANY WILL BE INR 2,40,000 LPA for 3 months of probation period, 

after probation period the same will be revised to INR 3,00,000 LPA for a period of 3 months 

thereafter. After completion of 6 months in our organization your CTC will be revised to INR 5,00,000 

LPA as fixed component and INR 3,00,000 LPA as the variable component 

 

Subject to deductions for Employee’s contribution to PF, Professional Tax, Income Tax and other 
statutory deductions that may be applicable. • EPFO guidelines for International Worker applicable. • 
Any other relevant Compensation & Benefits related matter shall be governed by the service rules and 

policies in force and applicable from time to time. • As per IT Act, it is mandatory for all individuals 
working in India whose receipts are subject to deduction of tax at source (the deducted) to furnish his/ 

her PAN details to the deductor (Company), failing which the deductor (Company) w.e.f. April 2010 will 

deduct Tax at Source at rates higher than normal as per norms. 
 

Sl no Salary Breakup Total Monthly 

1 Basic Salary     1,20,000.00           10,000.00  

2 Dearness Allowance        36,000.00             3,000.00  

3 House Rent Allowance        60,000.00             5,000.00  

4 Special Allowance        24,000.00             2,000.00  

  Gross Salary     2,40,000.00           20,000.00  

        

1 Professional Tax          2,400.00                200.00  

2 Income tax - TDS                      -                           -    

  Total Deductions          2,400.00                200.00  

        

  Net Salary     2,37,600.00           19,800.00  

 

 
Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 
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Dear SHAFIYA ANJUM 

Appointment letter 

Bangalore 

Further to your recent interview, conditional on and subject to no adverse findings arising 

from any of the employee background verification checks, required to be carried out by the 

Organization, I am pleased to offer you the following employment with Eduinstyn Learning Pvt Ltd, 

with a commencement date of 02/14/2022(Month/date/year). Please report to the undersigned 

on 02/14/2022(Month/date/year) will carry an annual CTC of INR 2,40,000/- at 11:00 AM at our 

office address - 675, 9th Main Rd, Sector 7, HSR Layout, Bengaluru, Karnataka based on the terms 

and conditions stated herein. This offer letter upon written acceptance by you shall be deemed as an 

Employment Agreement. 

1. BACKGROUND CHECKS AND REFERENCE CHECKS

a. During the term of your employment, you may also be subject to the same / similar / other

background verification checks being repeated at such intervals as may be determined solely by the 

Company. In the event that there are any adverse findings that arise during the course of or as a 

result of such background verification checks, you may be subject to disciplinary proceedings up to 

and including but not limited to termination of your employment. For the purpose of obtaining your 

present employer’s reference, you agree that your written acceptance will constitute your 

permission to write for reference checks. 

2. PROBATION

a. You will be on probation for a period of 15 days during which your performance shall be

reviewed by the Company. In case of unsatisfactory performance your probation may be ended or 

extended subject to additional conditions. 

b. Upon successful completion of the probation period without any extension you shall be

deemed to have been confirmed in the services of the Company as permanent Employee automatic. 

c. Upon your successful completion of probation period and becoming a regular employee, you

are required to work with us for a minimum tenure of 12 months from the date of confirmation. At 

any point in time if you wish to leave the company due to reasons of your own, you will have to pay 

a compensation amounting to 1 month’s total pay. 

d. NOTE: If you were hired as Trainee/Intern before for a period up to 3 months/6 Months.

The Probationary will be considered as void. 

3. JOB TITLE: Manger-Sales
As a term of your employment from time to time you may be required to undertake such 

other duties as they may be commensurate with the business needs of the Company. 

4. COMPENSATION

a. Your remuneration shall be as per Annexure titled “Annexure-1”.
b. Salary is subject to Income Tax and other statutory deductions and will be paid into a bank

account indicated by you. 

c. You will receive a monthly pay statement detailing gross pay and deductions. Any subsequent

changes to your salary will be highlighted in that statement. 
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d. Periodically your performance will be reviewed. If a performance award (bonus) is applicable,

it will usually be paid subject to your performance appraisal, ratings and company performance and 

other such criteria at payout intervals determined by the Company. 

e. In the event of an Income tax liability or any other tax liability or any statutory charges arising

as a result of your employment with the Company, these will be borne by yourself, and Company 

shall in no event be liable for payment of these taxes or any other charges of this nature for the 

period of your employment or after cessation of your employment with the Company. 

5. SALARY REVISIONS

a. The Company may undertake a periodic review of salaries, and will notify you of any

amendments which are to be applied. Such reviews will take due consideration of, amongst other 

things, inflationary, deflationary, market and other economic pressures impacting the company and 

the staff. 

6. DEDUCTIONS FROM PAY

a. When your employment ends, if the number of annual leaves you have taken exceeds your

entitlement, an appropriate deduction will be made from your full and final payout. 

b. Any leave balance outstanding in your name may be encashed subject to the Leave

encashment Policy applicable. 

c. If you are summarily dismissed, or you leave the Company without giving due notice under

your contract of employment, your entitlement to holiday pay ends with the date of termination. 

7. HOURS OF WORK

a. Your usual working hours shall be 8 hours excluding the breaks. However, you may be required

to put in additional hours as and when there is a business requirement. 

b. The business working days of the Company 6 Days a week. For any Shift working, the Company

shall inform you reasonably in advance. 

8. ADDITIONAL HOURS

a. Subject to your role qualifying for overtime under applicable statutory provisions if occasions

so arise when you may be required to work additional hours beyond normal hours. 

9. LEAVES

a. The Company’s holiday year runs from the first day of January to the last day of December in
the same year. 

b. In a Year, you are entitled to 15 days of earned leave, 6 days of casual leave and 6 days of sick

leave. This should be informed and approved by HR, AVP & VP/Head of the Department 15 days 

prior to the leaves. 

c. Please refer to the detailed Leave Policy upon joining.

d. No salary will be paid for periods of unauthorized absence. Unauthorized absence for a period

of more than 3 days shall result in termination of employment on grounds of abandonment of 

employment. 

e. Subject to conditions prescribed by the law, Maternity Leave for a period of 6 months shall be

available to women employees who have worked for a period of minimum of 80 days. 

10. PLACE OF WORK AND MOBILITY

a. Your usual location of work will be Bangalore. However, you may be required from time to

time to work at or from any office or location of the Company or within different companies 
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affiliated to Eduinstyn Learning Pvt Ltd. A change of your place of residence may be required from 

time to time and you may be transferred from one city to another for the business needs of the 

Company. In case of transfer, your transfer shall be subject to the Relocation Policy. 

 

11. RETIREMENT 

a. Normal retirement in the company is at age 58. Your employment will terminate automatically 

at the end of the month in which your 58th birthday occurs, unless you are otherwise advised by 

individual notice. You may also be retired earlier if found to be medically unfit or suffer any other 

incapacity that may impact on the effective performance of your services. 

 

12. RULES AND REGULATIONS 

a. Eduinstyn Learning Pvt Ltd is a business based on integrity and mutual trust. To maintain and 

safeguard the trust and confidence of customers and the public certain ethical principles and 

standards of conduct have to be maintained. 

b. In addition to any requirement under the Code of Conduct, you are also required as a 

condition of continued employment to disclose to Eduinstyn Learning Pvt Ltd immediately and 

without any delay, any instance of you being arrested or charged or convicted of any criminal 

offence(s) and / or being declared bankrupt during the course of your employment. Failure to 

disclose such information may result in disciplinary proceedings up to and including but not limited 

to termination of employment. 

c. Other specific rules and regulations will be notified by the Company from time to time. 

d. Policies, Code of Conduct, rules, and regulations may be amended from time to time. You are 

required to keep yourself updated on such changes. 

 

13. CONFIDENTIALITY 

a. As a condition of employment, you are required to sign and return the Non-Disclosure 

Agreement in Annexure that pledges confidentiality on all business matters pertaining to Eduinstyn 

Learning Pvt Ltd, its subsidiaries, the company, and its customers. A breach of confidentiality is a 

material breach and may result in disciplinary proceedings including but not limited to injunction, 

termination of employment or claims of damages. 

 

14. PROTECTION OF PERSONAL DATA 

a. Eduinstyn Learning Pvt Ltd adopts industry standard software for maintenance of employee 

and customer data and Personal data of employees and customer data. Such data may be processed 

for human resources administration purposes, including payroll administration, career development, 

performance and health and safety administration and such business and operational needs. 

b. In order to process your personal data, the Company needs your consent. A format of such 

consent is enclosed with this letter. 

c. We request you to read and confirm your consent and return the Consent to us. Access to 

information systems and your personal data will be protected in accordance with our standard 

practices. 

 

15. USE OF SOFTWARE AND SYSTEMS ACCESS 

a. You are required to follow policies, rules and procedures laid down by the Company in this 

letter and those subsequently notified by the Company. 

 

 

16. DATA PROTECTION 
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a. Under the Company’s policies, you have a responsibility to ensure that all personal data, 

confidential information you process or process, is kept protected. Unauthorized disclosure of 

personal data of anyone, yourself, your colleagues, vendors, or customers is a material breach and 

may result in disciplinary action including but not limited to termination of employment and other 

actions as may be necessary under the applicable laws governing data protection. Therefore, you 

must ensure that you do the following in addition to all other guidance regarding data protection 

you may receive from the Company from time to time: 

b. Do not disclose personal data without authority 

c. Do not access information or systems not directly relevant to each task Do not treat personal 

data carelessly 

d. Lock all printouts away when not in use 

e. Do not disclose your computer password to any unauthorized person. 

f. Under the Company’s policies, it is important that the Company’s internal, restricted, or highly 

restricted personal records are maintained as accurately as possible. Hence, you must notify the 

Company in writing of any change in your personal circumstances, such as your address, marital 

status, birth of children, attainment of professional qualifications, and so forth. 

 

17. Performance Improvement Plan 

During this period, you are required to adhere and deliver the KPI (Key performance indicators) 

which will be communicated to you as and when this is being implemented 

 

18. TERMINATION OF YOUR EMPLOYMENT BY THE COMPANY 

a. Post confirmation, you may be terminated on the grounds of misconduct, breach of 

employment terms or policies, breach of laws. 

b. In the event of misconduct, breach of policies, Code of Conduct, involvement in any criminal 

activity of sexual harassment incident or similar such reasons, the notice period of one month shall 

not apply and services may require to be terminated at shorter notice. 

c. Notice of Termination may be handed to you personally, by email or sent to your last recorded 

address. The Company reserves the right to ask that you no longer work at your office location for 

the duration of your notice period in case circumstances so require. 

 

19. TERMINATION OF EMPLOYMENT BY YOU 

a. During probation, you are required to give the company at least one calendar months’ notice 

in writing. Post confirmation, you are required to give the company a minimum of 1 months’ notice 

in writing. Where a notice period as per terms of employment is not served, pay in lieu of notice 

period would be reduced from the final settlement dues to the employee. Upon immediate 

termination of employment by you, you will have to compensate by paying an amount equal to 2 

months’ salary to the Company in lieu of the notice period. 

b. Violation during Notice Period: During notice period you are expected to adhere to all the KPIs 

and perform to the best of your abilities. In the event that the KPIs are not met, the work and 

compensation will be considered null and void during the notice period and the compensation as per 

clause 19.a will have to be paid by you. 

c. Corollary: If during the notice period, you fail to achieve the KPIs – you have an option to move 

to a “Pay per Conversion” model wherein you will be eligible to receive 30% of the revenue 

generated and received on behalf of the company. 

 

20. RETURN OF ASSETS UPON END OF YOUR ENGAGEMENT 
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a. You shall immediately return all computers, software, access cards, work deliverables, 

completed or work in progress and any other Eduinstyn Learning Pvt Ltd provided property upon 

your end of employment. You shall not make any copies of work products or software or retain any 

of Eduinstyn Learning Pvt Ltd assets in your possession after your employment with Eduinstyn 

Learning Pvt Ltd comes to an end. You understand that a breach of this obligation entitles Eduinstyn 

Learning Pvt Ltd to take civil and criminal actions as applicable for recovery of its assets. 

 

21. INTELLECTUAL PROPERTY RIGHTS IN DELIVERABLES 

a. In consideration of your employment, you agree and hereby assign all intellectual property 

rights copyrights, patents, trademarks, design rights or any other proprietary right and moral rights 

assignable to Eduinstyn Learning Pvt Ltd in all deliverables you create in the course of your 

employment including but not limited to software codes, reports, algorithms, analysis etc. 

b. You shall not retain any copies of the same in your personal computer or mail systems. 

c. You understand that intellectual property is a vital asset for Eduinstyn Learning Pvt Ltd and any 

wrongful disclosure or handling of the same shall result in irreparable loss and injury to Eduinstyn 

Learning Pvt Ltd and allow Eduinstyn Learning Pvt Ltd to prosecute a legal action, claim damages or 

injunctions. 

d. You shall not use third party’s proprietary material or their intellectual property without 

appropriate authorizations and licenses to produce your work deliverables for Eduinstyn Learning 

Pvt Ltd. 

 

22. INDEMNIFICATIONS 

a. You understand that breaching actions of yours such as breach of confidentiality, breach of 

applicable laws, breach of data protection obligations, breach of intellectual property rights may 

cause Eduinstyn Learning Pvt Ltd financial, reputational or goodwill loss, hence you shall at all times 

indemnify Eduinstyn Learning Pvt Ltd, its directors, third parties and employees from and against any 

claims, losses or damages arising from your breaches or unlawful activities. 

 

23. NON -SOLICITATION 

a. You shall not directly or indirectly induce, influence, coerce, solicit any of Eduinstyn Learning 

Pvt Ltd’s customers or employees. This restriction applies during your tenure with Eduinstyn 

Learning Pvt Ltd and for a duration of two years after termination of your engagement 

with Eduinstyn Learning Pvt Ltd, regardless of the reason for termination of your engagement 

with Eduinstyn Learning Pvt Ltd. 

 

24. AMENDMENTS 

a. The Company reserves the right to amend the terms and conditions related to employment, 

the policies, the rules, and regulations applicable to employees. Such changes would be 

communicated through internal communication to the employees at large. Such changes shall be 

deemed to be part of your employment conditions. All enclosures herewith are deemed part of your 

employment agreement with the Company. 

 

25. EXCLUSIVE JURISDICTION 

a. Your employment and conditions of employment are exclusively governed by the laws of India 

and the courts of Bangalore shall have the exclusive jurisdiction on any dispute arising on matters 

related to your employment. 

 

26. SEVERABILITY 
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a. If any part of this agreement is held invalid, void, or unenforceable, the remainder of the terms 

shall continue to be fully enforceable minus the portion which is not enforceable. 

 

 

CONFIRMATION OF ACCEPTANCE 

We request you to complete and return a copy of this letter as a token of written 

acceptance of this offer. If we do not receive a written acceptance as above from you within 7 days 

of the date of this letter, we shall assume that you do not wish to take up this offer of employment 

and our offer will lapse automatically. We sincerely hope that you will accept this appointment and 

look forward to having you onboard. 

 

Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 

 

 

ANNEXURE-1 

 
THE CTC PROVIDED BY THE COMPANY WILL BE INR 2,40,000 LPA for 3 months of probation period, 

after probation period the same will be revised to INR 3,00,000 LPA for a period of 3 months 

thereafter. After completion of 6 months in our organization your CTC will be revised to INR 5,00,000 

LPA as fixed component and INR 3,00,000 LPA as the variable component 

 

Subject to deductions for Employee’s contribution to PF, Professional Tax, Income Tax and other 
statutory deductions that may be applicable. • EPFO guidelines for International Worker applicable. • 
Any other relevant Compensation & Benefits related matter shall be governed by the service rules and 

policies in force and applicable from time to time. • As per IT Act, it is mandatory for all individuals 
working in India whose receipts are subject to deduction of tax at source (the deducted) to furnish his/ 

her PAN details to the deductor (Company), failing which the deductor (Company) w.e.f. April 2010 will 

deduct Tax at Source at rates higher than normal as per norms. 
 

Sl no Salary Breakup Total Monthly 

1 Basic Salary     1,20,000.00           10,000.00  

2 Dearness Allowance        36,000.00             3,000.00  

3 House Rent Allowance        60,000.00             5,000.00  

4 Special Allowance        24,000.00             2,000.00  

  Gross Salary     2,40,000.00           20,000.00  

        

1 Professional Tax          2,400.00                200.00  

2 Income tax - TDS                      -                           -    

  Total Deductions          2,400.00                200.00  

        

  Net Salary     2,37,600.00           19,800.00  

 

 
Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 
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Dear ANANDA REDDY 

Appointment letter 

Bangalore 

Further to your recent interview, conditional on and subject to no adverse findings arising 

from any of the employee background verification checks, required to be carried out by the 

Organization, I am pleased to offer you the following employment with Eduinstyn Learning Pvt Ltd, 

with a commencement date of 02/14/2022(Month/date/year). Please report to the undersigned 

on 02/14/2022(Month/date/year) will carry an annual CTC of INR 2,40,000/- at 11:00 AM at our 

office address - 675, 9th Main Rd, Sector 7, HSR Layout, Bengaluru, Karnataka based on the terms 

and conditions stated herein. This offer letter upon written acceptance by you shall be deemed as an 

Employment Agreement. 

1. BACKGROUND CHECKS AND REFERENCE CHECKS

a. During the term of your employment, you may also be subject to the same / similar / other

background verification checks being repeated at such intervals as may be determined solely by the 

Company. In the event that there are any adverse findings that arise during the course of or as a 

result of such background verification checks, you may be subject to disciplinary proceedings up to 

and including but not limited to termination of your employment. For the purpose of obtaining your 

present employer’s reference, you agree that your written acceptance will constitute your 

permission to write for reference checks. 

2. PROBATION

a. You will be on probation for a period of 15 days during which your performance shall be

reviewed by the Company. In case of unsatisfactory performance your probation may be ended or 

extended subject to additional conditions. 

b. Upon successful completion of the probation period without any extension you shall be

deemed to have been confirmed in the services of the Company as permanent Employee automatic. 

c. Upon your successful completion of probation period and becoming a regular employee, you

are required to work with us for a minimum tenure of 12 months from the date of confirmation. At 

any point in time if you wish to leave the company due to reasons of your own, you will have to pay 

a compensation amounting to 1 month’s total pay. 

d. NOTE: If you were hired as Trainee/Intern before for a period up to 3 months/6 Months.

The Probationary will be considered as void. 

3. JOB TITLE: Manger-Sales
As a term of your employment from time to time you may be required to undertake such 

other duties as they may be commensurate with the business needs of the Company. 

4. COMPENSATION

a. Your remuneration shall be as per Annexure titled “Annexure-1”.
b. Salary is subject to Income Tax and other statutory deductions and will be paid into a bank

account indicated by you. 

c. You will receive a monthly pay statement detailing gross pay and deductions. Any subsequent

changes to your salary will be highlighted in that statement. 
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d. Periodically your performance will be reviewed. If a performance award (bonus) is applicable,

it will usually be paid subject to your performance appraisal, ratings and company performance and 

other such criteria at payout intervals determined by the Company. 

e. In the event of an Income tax liability or any other tax liability or any statutory charges arising

as a result of your employment with the Company, these will be borne by yourself, and Company 

shall in no event be liable for payment of these taxes or any other charges of this nature for the 

period of your employment or after cessation of your employment with the Company. 

5. SALARY REVISIONS

a. The Company may undertake a periodic review of salaries, and will notify you of any

amendments which are to be applied. Such reviews will take due consideration of, amongst other 

things, inflationary, deflationary, market and other economic pressures impacting the company and 

the staff. 

6. DEDUCTIONS FROM PAY

a. When your employment ends, if the number of annual leaves you have taken exceeds your

entitlement, an appropriate deduction will be made from your full and final payout. 

b. Any leave balance outstanding in your name may be encashed subject to the Leave

encashment Policy applicable. 

c. If you are summarily dismissed, or you leave the Company without giving due notice under

your contract of employment, your entitlement to holiday pay ends with the date of termination. 

7. HOURS OF WORK

a. Your usual working hours shall be 8 hours excluding the breaks. However, you may be required

to put in additional hours as and when there is a business requirement. 

b. The business working days of the Company 6 Days a week. For any Shift working, the Company

shall inform you reasonably in advance. 

8. ADDITIONAL HOURS

a. Subject to your role qualifying for overtime under applicable statutory provisions if occasions

so arise when you may be required to work additional hours beyond normal hours. 

9. LEAVES

a. The Company’s holiday year runs from the first day of January to the last day of December in
the same year. 

b. In a Year, you are entitled to 15 days of earned leave, 6 days of casual leave and 6 days of sick

leave. This should be informed and approved by HR, AVP & VP/Head of the Department 15 days 

prior to the leaves. 

c. Please refer to the detailed Leave Policy upon joining.

d. No salary will be paid for periods of unauthorized absence. Unauthorized absence for a period

of more than 3 days shall result in termination of employment on grounds of abandonment of 

employment. 

e. Subject to conditions prescribed by the law, Maternity Leave for a period of 6 months shall be

available to women employees who have worked for a period of minimum of 80 days. 

10. PLACE OF WORK AND MOBILITY

a. Your usual location of work will be Bangalore. However, you may be required from time to

time to work at or from any office or location of the Company or within different companies 
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affiliated to Eduinstyn Learning Pvt Ltd. A change of your place of residence may be required from 

time to time and you may be transferred from one city to another for the business needs of the 

Company. In case of transfer, your transfer shall be subject to the Relocation Policy. 

 

11. RETIREMENT 

a. Normal retirement in the company is at age 58. Your employment will terminate automatically 

at the end of the month in which your 58th birthday occurs, unless you are otherwise advised by 

individual notice. You may also be retired earlier if found to be medically unfit or suffer any other 

incapacity that may impact on the effective performance of your services. 

 

12. RULES AND REGULATIONS 

a. Eduinstyn Learning Pvt Ltd is a business based on integrity and mutual trust. To maintain and 

safeguard the trust and confidence of customers and the public certain ethical principles and 

standards of conduct have to be maintained. 

b. In addition to any requirement under the Code of Conduct, you are also required as a 

condition of continued employment to disclose to Eduinstyn Learning Pvt Ltd immediately and 

without any delay, any instance of you being arrested or charged or convicted of any criminal 

offence(s) and / or being declared bankrupt during the course of your employment. Failure to 

disclose such information may result in disciplinary proceedings up to and including but not limited 

to termination of employment. 

c. Other specific rules and regulations will be notified by the Company from time to time. 

d. Policies, Code of Conduct, rules, and regulations may be amended from time to time. You are 

required to keep yourself updated on such changes. 

 

13. CONFIDENTIALITY 

a. As a condition of employment, you are required to sign and return the Non-Disclosure 

Agreement in Annexure that pledges confidentiality on all business matters pertaining to Eduinstyn 

Learning Pvt Ltd, its subsidiaries, the company, and its customers. A breach of confidentiality is a 

material breach and may result in disciplinary proceedings including but not limited to injunction, 

termination of employment or claims of damages. 

 

14. PROTECTION OF PERSONAL DATA 

a. Eduinstyn Learning Pvt Ltd adopts industry standard software for maintenance of employee 

and customer data and Personal data of employees and customer data. Such data may be processed 

for human resources administration purposes, including payroll administration, career development, 

performance and health and safety administration and such business and operational needs. 

b. In order to process your personal data, the Company needs your consent. A format of such 

consent is enclosed with this letter. 

c. We request you to read and confirm your consent and return the Consent to us. Access to 

information systems and your personal data will be protected in accordance with our standard 

practices. 

 

15. USE OF SOFTWARE AND SYSTEMS ACCESS 

a. You are required to follow policies, rules and procedures laid down by the Company in this 

letter and those subsequently notified by the Company. 

 

 

16. DATA PROTECTION 

mailto:study@instyn.school


EduInstyn Learning Pvt Ltd 

675, 9th Main Rd, Sector 7 

HSR Layout, Bengaluru, 

Karnataka 560068 

CIN: U80902KA2022PTC156854 

PAN: AAGCE8604F 

study@instyn.school 

 

 

a. Under the Company’s policies, you have a responsibility to ensure that all personal data, 

confidential information you process or process, is kept protected. Unauthorized disclosure of 

personal data of anyone, yourself, your colleagues, vendors, or customers is a material breach and 

may result in disciplinary action including but not limited to termination of employment and other 

actions as may be necessary under the applicable laws governing data protection. Therefore, you 

must ensure that you do the following in addition to all other guidance regarding data protection 

you may receive from the Company from time to time: 

b. Do not disclose personal data without authority 

c. Do not access information or systems not directly relevant to each task Do not treat personal 

data carelessly 

d. Lock all printouts away when not in use 

e. Do not disclose your computer password to any unauthorized person. 

f. Under the Company’s policies, it is important that the Company’s internal, restricted, or highly 

restricted personal records are maintained as accurately as possible. Hence, you must notify the 

Company in writing of any change in your personal circumstances, such as your address, marital 

status, birth of children, attainment of professional qualifications, and so forth. 

 

17. Performance Improvement Plan 

During this period, you are required to adhere and deliver the KPI (Key performance indicators) 

which will be communicated to you as and when this is being implemented 

 

18. TERMINATION OF YOUR EMPLOYMENT BY THE COMPANY 

a. Post confirmation, you may be terminated on the grounds of misconduct, breach of 

employment terms or policies, breach of laws. 

b. In the event of misconduct, breach of policies, Code of Conduct, involvement in any criminal 

activity of sexual harassment incident or similar such reasons, the notice period of one month shall 

not apply and services may require to be terminated at shorter notice. 

c. Notice of Termination may be handed to you personally, by email or sent to your last recorded 

address. The Company reserves the right to ask that you no longer work at your office location for 

the duration of your notice period in case circumstances so require. 

 

19. TERMINATION OF EMPLOYMENT BY YOU 

a. During probation, you are required to give the company at least one calendar months’ notice 

in writing. Post confirmation, you are required to give the company a minimum of 1 months’ notice 

in writing. Where a notice period as per terms of employment is not served, pay in lieu of notice 

period would be reduced from the final settlement dues to the employee. Upon immediate 

termination of employment by you, you will have to compensate by paying an amount equal to 2 

months’ salary to the Company in lieu of the notice period. 

b. Violation during Notice Period: During notice period you are expected to adhere to all the KPIs 

and perform to the best of your abilities. In the event that the KPIs are not met, the work and 

compensation will be considered null and void during the notice period and the compensation as per 

clause 19.a will have to be paid by you. 

c. Corollary: If during the notice period, you fail to achieve the KPIs – you have an option to move 

to a “Pay per Conversion” model wherein you will be eligible to receive 30% of the revenue 

generated and received on behalf of the company. 

 

20. RETURN OF ASSETS UPON END OF YOUR ENGAGEMENT 
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a. You shall immediately return all computers, software, access cards, work deliverables, 

completed or work in progress and any other Eduinstyn Learning Pvt Ltd provided property upon 

your end of employment. You shall not make any copies of work products or software or retain any 

of Eduinstyn Learning Pvt Ltd assets in your possession after your employment with Eduinstyn 

Learning Pvt Ltd comes to an end. You understand that a breach of this obligation entitles Eduinstyn 

Learning Pvt Ltd to take civil and criminal actions as applicable for recovery of its assets. 

 

21. INTELLECTUAL PROPERTY RIGHTS IN DELIVERABLES 

a. In consideration of your employment, you agree and hereby assign all intellectual property 

rights copyrights, patents, trademarks, design rights or any other proprietary right and moral rights 

assignable to Eduinstyn Learning Pvt Ltd in all deliverables you create in the course of your 

employment including but not limited to software codes, reports, algorithms, analysis etc. 

b. You shall not retain any copies of the same in your personal computer or mail systems. 

c. You understand that intellectual property is a vital asset for Eduinstyn Learning Pvt Ltd and any 

wrongful disclosure or handling of the same shall result in irreparable loss and injury to Eduinstyn 

Learning Pvt Ltd and allow Eduinstyn Learning Pvt Ltd to prosecute a legal action, claim damages or 

injunctions. 

d. You shall not use third party’s proprietary material or their intellectual property without 

appropriate authorizations and licenses to produce your work deliverables for Eduinstyn Learning 

Pvt Ltd. 

 

22. INDEMNIFICATIONS 

a. You understand that breaching actions of yours such as breach of confidentiality, breach of 

applicable laws, breach of data protection obligations, breach of intellectual property rights may 

cause Eduinstyn Learning Pvt Ltd financial, reputational or goodwill loss, hence you shall at all times 

indemnify Eduinstyn Learning Pvt Ltd, its directors, third parties and employees from and against any 

claims, losses or damages arising from your breaches or unlawful activities. 

 

23. NON -SOLICITATION 

a. You shall not directly or indirectly induce, influence, coerce, solicit any of Eduinstyn Learning 

Pvt Ltd’s customers or employees. This restriction applies during your tenure with Eduinstyn 

Learning Pvt Ltd and for a duration of two years after termination of your engagement 

with Eduinstyn Learning Pvt Ltd, regardless of the reason for termination of your engagement 

with Eduinstyn Learning Pvt Ltd. 

 

24. AMENDMENTS 

a. The Company reserves the right to amend the terms and conditions related to employment, 

the policies, the rules, and regulations applicable to employees. Such changes would be 

communicated through internal communication to the employees at large. Such changes shall be 

deemed to be part of your employment conditions. All enclosures herewith are deemed part of your 

employment agreement with the Company. 

 

25. EXCLUSIVE JURISDICTION 

a. Your employment and conditions of employment are exclusively governed by the laws of India 

and the courts of Bangalore shall have the exclusive jurisdiction on any dispute arising on matters 

related to your employment. 

 

26. SEVERABILITY 
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a. If any part of this agreement is held invalid, void, or unenforceable, the remainder of the terms 

shall continue to be fully enforceable minus the portion which is not enforceable. 

 

 

CONFIRMATION OF ACCEPTANCE 

We request you to complete and return a copy of this letter as a token of written 

acceptance of this offer. If we do not receive a written acceptance as above from you within 7 days 

of the date of this letter, we shall assume that you do not wish to take up this offer of employment 

and our offer will lapse automatically. We sincerely hope that you will accept this appointment and 

look forward to having you onboard. 

 

Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 

 

 

ANNEXURE-1 

 
THE CTC PROVIDED BY THE COMPANY WILL BE INR 2,40,000 LPA for 3 months of probation period, 

after probation period the same will be revised to INR 3,00,000 LPA for a period of 3 months 

thereafter. After completion of 6 months in our organization your CTC will be revised to INR 5,00,000 

LPA as fixed component and INR 3,00,000 LPA as the variable component 

 

Subject to deductions for Employee’s contribution to PF, Professional Tax, Income Tax and other 
statutory deductions that may be applicable. • EPFO guidelines for International Worker applicable. • 
Any other relevant Compensation & Benefits related matter shall be governed by the service rules and 

policies in force and applicable from time to time. • As per IT Act, it is mandatory for all individuals 
working in India whose receipts are subject to deduction of tax at source (the deducted) to furnish his/ 

her PAN details to the deductor (Company), failing which the deductor (Company) w.e.f. April 2010 will 

deduct Tax at Source at rates higher than normal as per norms. 
 

Sl no Salary Breakup Total Monthly 

1 Basic Salary     1,20,000.00           10,000.00  

2 Dearness Allowance        36,000.00             3,000.00  

3 House Rent Allowance        60,000.00             5,000.00  

4 Special Allowance        24,000.00             2,000.00  

  Gross Salary     2,40,000.00           20,000.00  

        

1 Professional Tax          2,400.00                200.00  

2 Income tax - TDS                      -                           -    

  Total Deductions          2,400.00                200.00  

        

  Net Salary     2,37,600.00           19,800.00  

 

 
Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 
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Dear ANILKUMAR BANDI 

Appointment letter 

Bangalore 

Further to your recent interview, conditional on and subject to no adverse findings arising 

from any of the employee background verification checks, required to be carried out by the 

Organization, I am pleased to offer you the following employment with Eduinstyn Learning Pvt Ltd, 

with a commencement date of 02/14/2022(Month/date/year). Please report to the undersigned 

on 02/14/2022(Month/date/year) will carry an annual CTC of INR 2,40,000/- at 11:00 AM at our 

office address - 675, 9th Main Rd, Sector 7, HSR Layout, Bengaluru, Karnataka based on the terms 

and conditions stated herein. This offer letter upon written acceptance by you shall be deemed as an 

Employment Agreement. 

1. BACKGROUND CHECKS AND REFERENCE CHECKS

a. During the term of your employment, you may also be subject to the same / similar / other

background verification checks being repeated at such intervals as may be determined solely by the 

Company. In the event that there are any adverse findings that arise during the course of or as a 

result of such background verification checks, you may be subject to disciplinary proceedings up to 

and including but not limited to termination of your employment. For the purpose of obtaining your 

present employer’s reference, you agree that your written acceptance will constitute your 

permission to write for reference checks. 

2. PROBATION

a. You will be on probation for a period of 15 days during which your performance shall be

reviewed by the Company. In case of unsatisfactory performance your probation may be ended or 

extended subject to additional conditions. 

b. Upon successful completion of the probation period without any extension you shall be

deemed to have been confirmed in the services of the Company as permanent Employee automatic. 

c. Upon your successful completion of probation period and becoming a regular employee, you

are required to work with us for a minimum tenure of 12 months from the date of confirmation. At 

any point in time if you wish to leave the company due to reasons of your own, you will have to pay 

a compensation amounting to 1 month’s total pay. 

d. NOTE: If you were hired as Trainee/Intern before for a period up to 3 months/6 Months.

The Probationary will be considered as void. 

3. JOB TITLE: Manger-Sales
As a term of your employment from time to time you may be required to undertake such 

other duties as they may be commensurate with the business needs of the Company. 

4. COMPENSATION

a. Your remuneration shall be as per Annexure titled “Annexure-1”.
b. Salary is subject to Income Tax and other statutory deductions and will be paid into a bank

account indicated by you. 

c. You will receive a monthly pay statement detailing gross pay and deductions. Any subsequent

changes to your salary will be highlighted in that statement. 
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d. Periodically your performance will be reviewed. If a performance award (bonus) is applicable,

it will usually be paid subject to your performance appraisal, ratings and company performance and 

other such criteria at payout intervals determined by the Company. 

e. In the event of an Income tax liability or any other tax liability or any statutory charges arising

as a result of your employment with the Company, these will be borne by yourself, and Company 

shall in no event be liable for payment of these taxes or any other charges of this nature for the 

period of your employment or after cessation of your employment with the Company. 

5. SALARY REVISIONS

a. The Company may undertake a periodic review of salaries, and will notify you of any

amendments which are to be applied. Such reviews will take due consideration of, amongst other 

things, inflationary, deflationary, market and other economic pressures impacting the company and 

the staff. 

6. DEDUCTIONS FROM PAY

a. When your employment ends, if the number of annual leaves you have taken exceeds your

entitlement, an appropriate deduction will be made from your full and final payout. 

b. Any leave balance outstanding in your name may be encashed subject to the Leave

encashment Policy applicable. 

c. If you are summarily dismissed, or you leave the Company without giving due notice under

your contract of employment, your entitlement to holiday pay ends with the date of termination. 

7. HOURS OF WORK

a. Your usual working hours shall be 8 hours excluding the breaks. However, you may be required

to put in additional hours as and when there is a business requirement. 

b. The business working days of the Company 6 Days a week. For any Shift working, the Company

shall inform you reasonably in advance. 

8. ADDITIONAL HOURS

a. Subject to your role qualifying for overtime under applicable statutory provisions if occasions

so arise when you may be required to work additional hours beyond normal hours. 

9. LEAVES

a. The Company’s holiday year runs from the first day of January to the last day of December in
the same year. 

b. In a Year, you are entitled to 15 days of earned leave, 6 days of casual leave and 6 days of sick

leave. This should be informed and approved by HR, AVP & VP/Head of the Department 15 days 

prior to the leaves. 

c. Please refer to the detailed Leave Policy upon joining.

d. No salary will be paid for periods of unauthorized absence. Unauthorized absence for a period

of more than 3 days shall result in termination of employment on grounds of abandonment of 

employment. 

e. Subject to conditions prescribed by the law, Maternity Leave for a period of 6 months shall be

available to women employees who have worked for a period of minimum of 80 days. 

10. PLACE OF WORK AND MOBILITY

a. Your usual location of work will be Bangalore. However, you may be required from time to

time to work at or from any office or location of the Company or within different companies 
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affiliated to Eduinstyn Learning Pvt Ltd. A change of your place of residence may be required from 

time to time and you may be transferred from one city to another for the business needs of the 

Company. In case of transfer, your transfer shall be subject to the Relocation Policy. 

 

11. RETIREMENT 

a. Normal retirement in the company is at age 58. Your employment will terminate automatically 

at the end of the month in which your 58th birthday occurs, unless you are otherwise advised by 

individual notice. You may also be retired earlier if found to be medically unfit or suffer any other 

incapacity that may impact on the effective performance of your services. 

 

12. RULES AND REGULATIONS 

a. Eduinstyn Learning Pvt Ltd is a business based on integrity and mutual trust. To maintain and 

safeguard the trust and confidence of customers and the public certain ethical principles and 

standards of conduct have to be maintained. 

b. In addition to any requirement under the Code of Conduct, you are also required as a 

condition of continued employment to disclose to Eduinstyn Learning Pvt Ltd immediately and 

without any delay, any instance of you being arrested or charged or convicted of any criminal 

offence(s) and / or being declared bankrupt during the course of your employment. Failure to 

disclose such information may result in disciplinary proceedings up to and including but not limited 

to termination of employment. 

c. Other specific rules and regulations will be notified by the Company from time to time. 

d. Policies, Code of Conduct, rules, and regulations may be amended from time to time. You are 

required to keep yourself updated on such changes. 

 

13. CONFIDENTIALITY 

a. As a condition of employment, you are required to sign and return the Non-Disclosure 

Agreement in Annexure that pledges confidentiality on all business matters pertaining to Eduinstyn 

Learning Pvt Ltd, its subsidiaries, the company, and its customers. A breach of confidentiality is a 

material breach and may result in disciplinary proceedings including but not limited to injunction, 

termination of employment or claims of damages. 

 

14. PROTECTION OF PERSONAL DATA 

a. Eduinstyn Learning Pvt Ltd adopts industry standard software for maintenance of employee 

and customer data and Personal data of employees and customer data. Such data may be processed 

for human resources administration purposes, including payroll administration, career development, 

performance and health and safety administration and such business and operational needs. 

b. In order to process your personal data, the Company needs your consent. A format of such 

consent is enclosed with this letter. 

c. We request you to read and confirm your consent and return the Consent to us. Access to 

information systems and your personal data will be protected in accordance with our standard 

practices. 

 

15. USE OF SOFTWARE AND SYSTEMS ACCESS 

a. You are required to follow policies, rules and procedures laid down by the Company in this 

letter and those subsequently notified by the Company. 

 

 

16. DATA PROTECTION 
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a. Under the Company’s policies, you have a responsibility to ensure that all personal data, 

confidential information you process or process, is kept protected. Unauthorized disclosure of 

personal data of anyone, yourself, your colleagues, vendors, or customers is a material breach and 

may result in disciplinary action including but not limited to termination of employment and other 

actions as may be necessary under the applicable laws governing data protection. Therefore, you 

must ensure that you do the following in addition to all other guidance regarding data protection 

you may receive from the Company from time to time: 

b. Do not disclose personal data without authority 

c. Do not access information or systems not directly relevant to each task Do not treat personal 

data carelessly 

d. Lock all printouts away when not in use 

e. Do not disclose your computer password to any unauthorized person. 

f. Under the Company’s policies, it is important that the Company’s internal, restricted, or highly 

restricted personal records are maintained as accurately as possible. Hence, you must notify the 

Company in writing of any change in your personal circumstances, such as your address, marital 

status, birth of children, attainment of professional qualifications, and so forth. 

 

17. Performance Improvement Plan 

During this period, you are required to adhere and deliver the KPI (Key performance indicators) 

which will be communicated to you as and when this is being implemented 

 

18. TERMINATION OF YOUR EMPLOYMENT BY THE COMPANY 

a. Post confirmation, you may be terminated on the grounds of misconduct, breach of 

employment terms or policies, breach of laws. 

b. In the event of misconduct, breach of policies, Code of Conduct, involvement in any criminal 

activity of sexual harassment incident or similar such reasons, the notice period of one month shall 

not apply and services may require to be terminated at shorter notice. 

c. Notice of Termination may be handed to you personally, by email or sent to your last recorded 

address. The Company reserves the right to ask that you no longer work at your office location for 

the duration of your notice period in case circumstances so require. 

 

19. TERMINATION OF EMPLOYMENT BY YOU 

a. During probation, you are required to give the company at least one calendar months’ notice 

in writing. Post confirmation, you are required to give the company a minimum of 1 months’ notice 

in writing. Where a notice period as per terms of employment is not served, pay in lieu of notice 

period would be reduced from the final settlement dues to the employee. Upon immediate 

termination of employment by you, you will have to compensate by paying an amount equal to 2 

months’ salary to the Company in lieu of the notice period. 

b. Violation during Notice Period: During notice period you are expected to adhere to all the KPIs 

and perform to the best of your abilities. In the event that the KPIs are not met, the work and 

compensation will be considered null and void during the notice period and the compensation as per 

clause 19.a will have to be paid by you. 

c. Corollary: If during the notice period, you fail to achieve the KPIs – you have an option to move 

to a “Pay per Conversion” model wherein you will be eligible to receive 30% of the revenue 

generated and received on behalf of the company. 

 

20. RETURN OF ASSETS UPON END OF YOUR ENGAGEMENT 

mailto:study@instyn.school


EduInstyn Learning Pvt Ltd 

675, 9th Main Rd, Sector 7 

HSR Layout, Bengaluru, 

Karnataka 560068 

CIN: U80902KA2022PTC156854 

PAN: AAGCE8604F 

study@instyn.school 

 

 

a. You shall immediately return all computers, software, access cards, work deliverables, 

completed or work in progress and any other Eduinstyn Learning Pvt Ltd provided property upon 

your end of employment. You shall not make any copies of work products or software or retain any 

of Eduinstyn Learning Pvt Ltd assets in your possession after your employment with Eduinstyn 

Learning Pvt Ltd comes to an end. You understand that a breach of this obligation entitles Eduinstyn 

Learning Pvt Ltd to take civil and criminal actions as applicable for recovery of its assets. 

 

21. INTELLECTUAL PROPERTY RIGHTS IN DELIVERABLES 

a. In consideration of your employment, you agree and hereby assign all intellectual property 

rights copyrights, patents, trademarks, design rights or any other proprietary right and moral rights 

assignable to Eduinstyn Learning Pvt Ltd in all deliverables you create in the course of your 

employment including but not limited to software codes, reports, algorithms, analysis etc. 

b. You shall not retain any copies of the same in your personal computer or mail systems. 

c. You understand that intellectual property is a vital asset for Eduinstyn Learning Pvt Ltd and any 

wrongful disclosure or handling of the same shall result in irreparable loss and injury to Eduinstyn 

Learning Pvt Ltd and allow Eduinstyn Learning Pvt Ltd to prosecute a legal action, claim damages or 

injunctions. 

d. You shall not use third party’s proprietary material or their intellectual property without 

appropriate authorizations and licenses to produce your work deliverables for Eduinstyn Learning 

Pvt Ltd. 

 

22. INDEMNIFICATIONS 

a. You understand that breaching actions of yours such as breach of confidentiality, breach of 

applicable laws, breach of data protection obligations, breach of intellectual property rights may 

cause Eduinstyn Learning Pvt Ltd financial, reputational or goodwill loss, hence you shall at all times 

indemnify Eduinstyn Learning Pvt Ltd, its directors, third parties and employees from and against any 

claims, losses or damages arising from your breaches or unlawful activities. 

 

23. NON -SOLICITATION 

a. You shall not directly or indirectly induce, influence, coerce, solicit any of Eduinstyn Learning 

Pvt Ltd’s customers or employees. This restriction applies during your tenure with Eduinstyn 

Learning Pvt Ltd and for a duration of two years after termination of your engagement 

with Eduinstyn Learning Pvt Ltd, regardless of the reason for termination of your engagement 

with Eduinstyn Learning Pvt Ltd. 

 

24. AMENDMENTS 

a. The Company reserves the right to amend the terms and conditions related to employment, 

the policies, the rules, and regulations applicable to employees. Such changes would be 

communicated through internal communication to the employees at large. Such changes shall be 

deemed to be part of your employment conditions. All enclosures herewith are deemed part of your 

employment agreement with the Company. 

 

25. EXCLUSIVE JURISDICTION 

a. Your employment and conditions of employment are exclusively governed by the laws of India 

and the courts of Bangalore shall have the exclusive jurisdiction on any dispute arising on matters 

related to your employment. 

 

26. SEVERABILITY 
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a. If any part of this agreement is held invalid, void, or unenforceable, the remainder of the terms 

shall continue to be fully enforceable minus the portion which is not enforceable. 

 

 

CONFIRMATION OF ACCEPTANCE 

We request you to complete and return a copy of this letter as a token of written 

acceptance of this offer. If we do not receive a written acceptance as above from you within 7 days 

of the date of this letter, we shall assume that you do not wish to take up this offer of employment 

and our offer will lapse automatically. We sincerely hope that you will accept this appointment and 

look forward to having you onboard. 

 

Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 

 

 

ANNEXURE-1 

 
THE CTC PROVIDED BY THE COMPANY WILL BE INR 2,40,000 LPA for 3 months of probation period, 

after probation period the same will be revised to INR 3,00,000 LPA for a period of 3 months 

thereafter. After completion of 6 months in our organization your CTC will be revised to INR 5,00,000 

LPA as fixed component and INR 3,00,000 LPA as the variable component 

 

Subject to deductions for Employee’s contribution to PF, Professional Tax, Income Tax and other 
statutory deductions that may be applicable. • EPFO guidelines for International Worker applicable. • 
Any other relevant Compensation & Benefits related matter shall be governed by the service rules and 

policies in force and applicable from time to time. • As per IT Act, it is mandatory for all individuals 
working in India whose receipts are subject to deduction of tax at source (the deducted) to furnish his/ 

her PAN details to the deductor (Company), failing which the deductor (Company) w.e.f. April 2010 will 

deduct Tax at Source at rates higher than normal as per norms. 
 

Sl no Salary Breakup Total Monthly 

1 Basic Salary     1,20,000.00           10,000.00  

2 Dearness Allowance        36,000.00             3,000.00  

3 House Rent Allowance        60,000.00             5,000.00  

4 Special Allowance        24,000.00             2,000.00  

  Gross Salary     2,40,000.00           20,000.00  

        

1 Professional Tax          2,400.00                200.00  

2 Income tax - TDS                      -                           -    

  Total Deductions          2,400.00                200.00  

        

  Net Salary     2,37,600.00           19,800.00  

 

 
Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 
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Dear SAHANA H R

Appointment letter 

Bangalore 

Further to your recent interview, conditional on and subject to no adverse findings arising 

from any of the employee background verification checks, required to be carried out by the 

Organization, I am pleased to offer you the following employment with Eduinstyn Learning Pvt Ltd, 

with a commencement date of 02/14/2022(Month/date/year). Please report to the undersigned 

on 02/14/2022(Month/date/year) will carry an annual CTC of INR 2,40,000/- at 11:00 AM at our 

office address - 675, 9th Main Rd, Sector 7, HSR Layout, Bengaluru, Karnataka based on the terms 

and conditions stated herein. This offer letter upon written acceptance by you shall be deemed as an 

Employment Agreement. 

1. BACKGROUND CHECKS AND REFERENCE CHECKS

a. During the term of your employment, you may also be subject to the same / similar / other

background verification checks being repeated at such intervals as may be determined solely by the 

Company. In the event that there are any adverse findings that arise during the course of or as a 

result of such background verification checks, you may be subject to disciplinary proceedings up to 

and including but not limited to termination of your employment. For the purpose of obtaining your 

present employer’s reference, you agree that your written acceptance will constitute your 

permission to write for reference checks. 

2. PROBATION

a. You will be on probation for a period of 15 days during which your performance shall be

reviewed by the Company. In case of unsatisfactory performance your probation may be ended or 

extended subject to additional conditions. 

b. Upon successful completion of the probation period without any extension you shall be

deemed to have been confirmed in the services of the Company as permanent Employee automatic. 

c. Upon your successful completion of probation period and becoming a regular employee, you

are required to work with us for a minimum tenure of 12 months from the date of confirmation. At 

any point in time if you wish to leave the company due to reasons of your own, you will have to pay 

a compensation amounting to 1 month’s total pay. 

d. NOTE: If you were hired as Trainee/Intern before for a period up to 3 months/6 Months.

The Probationary will be considered as void. 

3. JOB TITLE: Manger-Sales
As a term of your employment from time to time you may be required to undertake such 

other duties as they may be commensurate with the business needs of the Company. 

4. COMPENSATION

a. Your remuneration shall be as per Annexure titled “Annexure-1”.
b. Salary is subject to Income Tax and other statutory deductions and will be paid into a bank

account indicated by you. 

c. You will receive a monthly pay statement detailing gross pay and deductions. Any subsequent

changes to your salary will be highlighted in that statement. 
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d. Periodically your performance will be reviewed. If a performance award (bonus) is applicable,

it will usually be paid subject to your performance appraisal, ratings and company performance and 

other such criteria at payout intervals determined by the Company. 

e. In the event of an Income tax liability or any other tax liability or any statutory charges arising

as a result of your employment with the Company, these will be borne by yourself, and Company 

shall in no event be liable for payment of these taxes or any other charges of this nature for the 

period of your employment or after cessation of your employment with the Company. 

5. SALARY REVISIONS

a. The Company may undertake a periodic review of salaries, and will notify you of any

amendments which are to be applied. Such reviews will take due consideration of, amongst other 

things, inflationary, deflationary, market and other economic pressures impacting the company and 

the staff. 

6. DEDUCTIONS FROM PAY

a. When your employment ends, if the number of annual leaves you have taken exceeds your

entitlement, an appropriate deduction will be made from your full and final payout. 

b. Any leave balance outstanding in your name may be encashed subject to the Leave

encashment Policy applicable. 

c. If you are summarily dismissed, or you leave the Company without giving due notice under

your contract of employment, your entitlement to holiday pay ends with the date of termination. 

7. HOURS OF WORK

a. Your usual working hours shall be 8 hours excluding the breaks. However, you may be required

to put in additional hours as and when there is a business requirement. 

b. The business working days of the Company 6 Days a week. For any Shift working, the Company

shall inform you reasonably in advance. 

8. ADDITIONAL HOURS

a. Subject to your role qualifying for overtime under applicable statutory provisions if occasions

so arise when you may be required to work additional hours beyond normal hours. 

9. LEAVES

a. The Company’s holiday year runs from the first day of January to the last day of December in
the same year. 

b. In a Year, you are entitled to 15 days of earned leave, 6 days of casual leave and 6 days of sick

leave. This should be informed and approved by HR, AVP & VP/Head of the Department 15 days 

prior to the leaves. 

c. Please refer to the detailed Leave Policy upon joining.

d. No salary will be paid for periods of unauthorized absence. Unauthorized absence for a period

of more than 3 days shall result in termination of employment on grounds of abandonment of 

employment. 

e. Subject to conditions prescribed by the law, Maternity Leave for a period of 6 months shall be

available to women employees who have worked for a period of minimum of 80 days. 

10. PLACE OF WORK AND MOBILITY

a. Your usual location of work will be Bangalore. However, you may be required from time to

time to work at or from any office or location of the Company or within different companies 
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affiliated to Eduinstyn Learning Pvt Ltd. A change of your place of residence may be required from 

time to time and you may be transferred from one city to another for the business needs of the 

Company. In case of transfer, your transfer shall be subject to the Relocation Policy. 

 

11. RETIREMENT 

a. Normal retirement in the company is at age 58. Your employment will terminate automatically 

at the end of the month in which your 58th birthday occurs, unless you are otherwise advised by 

individual notice. You may also be retired earlier if found to be medically unfit or suffer any other 

incapacity that may impact on the effective performance of your services. 

 

12. RULES AND REGULATIONS 

a. Eduinstyn Learning Pvt Ltd is a business based on integrity and mutual trust. To maintain and 

safeguard the trust and confidence of customers and the public certain ethical principles and 

standards of conduct have to be maintained. 

b. In addition to any requirement under the Code of Conduct, you are also required as a 

condition of continued employment to disclose to Eduinstyn Learning Pvt Ltd immediately and 

without any delay, any instance of you being arrested or charged or convicted of any criminal 

offence(s) and / or being declared bankrupt during the course of your employment. Failure to 

disclose such information may result in disciplinary proceedings up to and including but not limited 

to termination of employment. 

c. Other specific rules and regulations will be notified by the Company from time to time. 

d. Policies, Code of Conduct, rules, and regulations may be amended from time to time. You are 

required to keep yourself updated on such changes. 

 

13. CONFIDENTIALITY 

a. As a condition of employment, you are required to sign and return the Non-Disclosure 

Agreement in Annexure that pledges confidentiality on all business matters pertaining to Eduinstyn 

Learning Pvt Ltd, its subsidiaries, the company, and its customers. A breach of confidentiality is a 

material breach and may result in disciplinary proceedings including but not limited to injunction, 

termination of employment or claims of damages. 

 

14. PROTECTION OF PERSONAL DATA 

a. Eduinstyn Learning Pvt Ltd adopts industry standard software for maintenance of employee 

and customer data and Personal data of employees and customer data. Such data may be processed 

for human resources administration purposes, including payroll administration, career development, 

performance and health and safety administration and such business and operational needs. 

b. In order to process your personal data, the Company needs your consent. A format of such 

consent is enclosed with this letter. 

c. We request you to read and confirm your consent and return the Consent to us. Access to 

information systems and your personal data will be protected in accordance with our standard 

practices. 

 

15. USE OF SOFTWARE AND SYSTEMS ACCESS 

a. You are required to follow policies, rules and procedures laid down by the Company in this 

letter and those subsequently notified by the Company. 

 

 

16. DATA PROTECTION 
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a. Under the Company’s policies, you have a responsibility to ensure that all personal data, 

confidential information you process or process, is kept protected. Unauthorized disclosure of 

personal data of anyone, yourself, your colleagues, vendors, or customers is a material breach and 

may result in disciplinary action including but not limited to termination of employment and other 

actions as may be necessary under the applicable laws governing data protection. Therefore, you 

must ensure that you do the following in addition to all other guidance regarding data protection 

you may receive from the Company from time to time: 

b. Do not disclose personal data without authority 

c. Do not access information or systems not directly relevant to each task Do not treat personal 

data carelessly 

d. Lock all printouts away when not in use 

e. Do not disclose your computer password to any unauthorized person. 

f. Under the Company’s policies, it is important that the Company’s internal, restricted, or highly 

restricted personal records are maintained as accurately as possible. Hence, you must notify the 

Company in writing of any change in your personal circumstances, such as your address, marital 

status, birth of children, attainment of professional qualifications, and so forth. 

 

17. Performance Improvement Plan 

During this period, you are required to adhere and deliver the KPI (Key performance indicators) 

which will be communicated to you as and when this is being implemented 

 

18. TERMINATION OF YOUR EMPLOYMENT BY THE COMPANY 

a. Post confirmation, you may be terminated on the grounds of misconduct, breach of 

employment terms or policies, breach of laws. 

b. In the event of misconduct, breach of policies, Code of Conduct, involvement in any criminal 

activity of sexual harassment incident or similar such reasons, the notice period of one month shall 

not apply and services may require to be terminated at shorter notice. 

c. Notice of Termination may be handed to you personally, by email or sent to your last recorded 

address. The Company reserves the right to ask that you no longer work at your office location for 

the duration of your notice period in case circumstances so require. 

 

19. TERMINATION OF EMPLOYMENT BY YOU 

a. During probation, you are required to give the company at least one calendar months’ notice 

in writing. Post confirmation, you are required to give the company a minimum of 1 months’ notice 

in writing. Where a notice period as per terms of employment is not served, pay in lieu of notice 

period would be reduced from the final settlement dues to the employee. Upon immediate 

termination of employment by you, you will have to compensate by paying an amount equal to 2 

months’ salary to the Company in lieu of the notice period. 

b. Violation during Notice Period: During notice period you are expected to adhere to all the KPIs 

and perform to the best of your abilities. In the event that the KPIs are not met, the work and 

compensation will be considered null and void during the notice period and the compensation as per 

clause 19.a will have to be paid by you. 

c. Corollary: If during the notice period, you fail to achieve the KPIs – you have an option to move 

to a “Pay per Conversion” model wherein you will be eligible to receive 30% of the revenue 

generated and received on behalf of the company. 

 

20. RETURN OF ASSETS UPON END OF YOUR ENGAGEMENT 
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a. You shall immediately return all computers, software, access cards, work deliverables, 

completed or work in progress and any other Eduinstyn Learning Pvt Ltd provided property upon 

your end of employment. You shall not make any copies of work products or software or retain any 

of Eduinstyn Learning Pvt Ltd assets in your possession after your employment with Eduinstyn 

Learning Pvt Ltd comes to an end. You understand that a breach of this obligation entitles Eduinstyn 

Learning Pvt Ltd to take civil and criminal actions as applicable for recovery of its assets. 

 

21. INTELLECTUAL PROPERTY RIGHTS IN DELIVERABLES 

a. In consideration of your employment, you agree and hereby assign all intellectual property 

rights copyrights, patents, trademarks, design rights or any other proprietary right and moral rights 

assignable to Eduinstyn Learning Pvt Ltd in all deliverables you create in the course of your 

employment including but not limited to software codes, reports, algorithms, analysis etc. 

b. You shall not retain any copies of the same in your personal computer or mail systems. 

c. You understand that intellectual property is a vital asset for Eduinstyn Learning Pvt Ltd and any 

wrongful disclosure or handling of the same shall result in irreparable loss and injury to Eduinstyn 

Learning Pvt Ltd and allow Eduinstyn Learning Pvt Ltd to prosecute a legal action, claim damages or 

injunctions. 

d. You shall not use third party’s proprietary material or their intellectual property without 

appropriate authorizations and licenses to produce your work deliverables for Eduinstyn Learning 

Pvt Ltd. 

 

22. INDEMNIFICATIONS 

a. You understand that breaching actions of yours such as breach of confidentiality, breach of 

applicable laws, breach of data protection obligations, breach of intellectual property rights may 

cause Eduinstyn Learning Pvt Ltd financial, reputational or goodwill loss, hence you shall at all times 

indemnify Eduinstyn Learning Pvt Ltd, its directors, third parties and employees from and against any 

claims, losses or damages arising from your breaches or unlawful activities. 

 

23. NON -SOLICITATION 

a. You shall not directly or indirectly induce, influence, coerce, solicit any of Eduinstyn Learning 

Pvt Ltd’s customers or employees. This restriction applies during your tenure with Eduinstyn 

Learning Pvt Ltd and for a duration of two years after termination of your engagement 

with Eduinstyn Learning Pvt Ltd, regardless of the reason for termination of your engagement 

with Eduinstyn Learning Pvt Ltd. 

 

24. AMENDMENTS 

a. The Company reserves the right to amend the terms and conditions related to employment, 

the policies, the rules, and regulations applicable to employees. Such changes would be 

communicated through internal communication to the employees at large. Such changes shall be 

deemed to be part of your employment conditions. All enclosures herewith are deemed part of your 

employment agreement with the Company. 

 

25. EXCLUSIVE JURISDICTION 

a. Your employment and conditions of employment are exclusively governed by the laws of India 

and the courts of Bangalore shall have the exclusive jurisdiction on any dispute arising on matters 

related to your employment. 

 

26. SEVERABILITY 
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a. If any part of this agreement is held invalid, void, or unenforceable, the remainder of the terms 

shall continue to be fully enforceable minus the portion which is not enforceable. 

 

 

CONFIRMATION OF ACCEPTANCE 

We request you to complete and return a copy of this letter as a token of written 

acceptance of this offer. If we do not receive a written acceptance as above from you within 7 days 

of the date of this letter, we shall assume that you do not wish to take up this offer of employment 

and our offer will lapse automatically. We sincerely hope that you will accept this appointment and 

look forward to having you onboard. 

 

Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 

 

 

ANNEXURE-1 

 
THE CTC PROVIDED BY THE COMPANY WILL BE INR 2,40,000 LPA for 3 months of probation period, 

after probation period the same will be revised to INR 3,00,000 LPA for a period of 3 months 

thereafter. After completion of 6 months in our organization your CTC will be revised to INR 5,00,000 

LPA as fixed component and INR 3,00,000 LPA as the variable component 

 

Subject to deductions for Employee’s contribution to PF, Professional Tax, Income Tax and other 
statutory deductions that may be applicable. • EPFO guidelines for International Worker applicable. • 
Any other relevant Compensation & Benefits related matter shall be governed by the service rules and 

policies in force and applicable from time to time. • As per IT Act, it is mandatory for all individuals 
working in India whose receipts are subject to deduction of tax at source (the deducted) to furnish his/ 

her PAN details to the deductor (Company), failing which the deductor (Company) w.e.f. April 2010 will 

deduct Tax at Source at rates higher than normal as per norms. 
 

Sl no Salary Breakup Total Monthly 

1 Basic Salary     1,20,000.00           10,000.00  

2 Dearness Allowance        36,000.00             3,000.00  

3 House Rent Allowance        60,000.00             5,000.00  

4 Special Allowance        24,000.00             2,000.00  

  Gross Salary     2,40,000.00           20,000.00  

        

1 Professional Tax          2,400.00                200.00  

2 Income tax - TDS                      -                           -    

  Total Deductions          2,400.00                200.00  

        

  Net Salary     2,37,600.00           19,800.00  

 

 
Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 
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Dear RANJANA MARIA 

Appointment letter 

Bangalore 

Further to your recent interview, conditional on and subject to no adverse findings arising 

from any of the employee background verification checks, required to be carried out by the 

Organization, I am pleased to offer you the following employment with Eduinstyn Learning Pvt Ltd, 

with a commencement date of 02/14/2022(Month/date/year). Please report to the undersigned 

on 02/14/2022(Month/date/year) will carry an annual CTC of INR 2,40,000/- at 11:00 AM at our 

office address - 675, 9th Main Rd, Sector 7, HSR Layout, Bengaluru, Karnataka based on the terms 

and conditions stated herein. This offer letter upon written acceptance by you shall be deemed as an 

Employment Agreement. 

1. BACKGROUND CHECKS AND REFERENCE CHECKS

a. During the term of your employment, you may also be subject to the same / similar / other

background verification checks being repeated at such intervals as may be determined solely by the 

Company. In the event that there are any adverse findings that arise during the course of or as a 

result of such background verification checks, you may be subject to disciplinary proceedings up to 

and including but not limited to termination of your employment. For the purpose of obtaining your 

present employer’s reference, you agree that your written acceptance will constitute your 

permission to write for reference checks. 

2. PROBATION

a. You will be on probation for a period of 15 days during which your performance shall be

reviewed by the Company. In case of unsatisfactory performance your probation may be ended or 

extended subject to additional conditions. 

b. Upon successful completion of the probation period without any extension you shall be

deemed to have been confirmed in the services of the Company as permanent Employee automatic. 

c. Upon your successful completion of probation period and becoming a regular employee, you

are required to work with us for a minimum tenure of 12 months from the date of confirmation. At 

any point in time if you wish to leave the company due to reasons of your own, you will have to pay 

a compensation amounting to 1 month’s total pay. 

d. NOTE: If you were hired as Trainee/Intern before for a period up to 3 months/6 Months.

The Probationary will be considered as void. 

3. JOB TITLE: Manger-Sales
As a term of your employment from time to time you may be required to undertake such 

other duties as they may be commensurate with the business needs of the Company. 

4. COMPENSATION

a. Your remuneration shall be as per Annexure titled “Annexure-1”.
b. Salary is subject to Income Tax and other statutory deductions and will be paid into a bank

account indicated by you. 

c. You will receive a monthly pay statement detailing gross pay and deductions. Any subsequent

changes to your salary will be highlighted in that statement. 
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d. Periodically your performance will be reviewed. If a performance award (bonus) is applicable,

it will usually be paid subject to your performance appraisal, ratings and company performance and 

other such criteria at payout intervals determined by the Company. 

e. In the event of an Income tax liability or any other tax liability or any statutory charges arising

as a result of your employment with the Company, these will be borne by yourself, and Company 

shall in no event be liable for payment of these taxes or any other charges of this nature for the 

period of your employment or after cessation of your employment with the Company. 

5. SALARY REVISIONS

a. The Company may undertake a periodic review of salaries, and will notify you of any

amendments which are to be applied. Such reviews will take due consideration of, amongst other 

things, inflationary, deflationary, market and other economic pressures impacting the company and 

the staff. 

6. DEDUCTIONS FROM PAY

a. When your employment ends, if the number of annual leaves you have taken exceeds your

entitlement, an appropriate deduction will be made from your full and final payout. 

b. Any leave balance outstanding in your name may be encashed subject to the Leave

encashment Policy applicable. 

c. If you are summarily dismissed, or you leave the Company without giving due notice under

your contract of employment, your entitlement to holiday pay ends with the date of termination. 

7. HOURS OF WORK

a. Your usual working hours shall be 8 hours excluding the breaks. However, you may be required

to put in additional hours as and when there is a business requirement. 

b. The business working days of the Company 6 Days a week. For any Shift working, the Company

shall inform you reasonably in advance. 

8. ADDITIONAL HOURS

a. Subject to your role qualifying for overtime under applicable statutory provisions if occasions

so arise when you may be required to work additional hours beyond normal hours. 

9. LEAVES

a. The Company’s holiday year runs from the first day of January to the last day of December in
the same year. 

b. In a Year, you are entitled to 15 days of earned leave, 6 days of casual leave and 6 days of sick

leave. This should be informed and approved by HR, AVP & VP/Head of the Department 15 days 

prior to the leaves. 

c. Please refer to the detailed Leave Policy upon joining.

d. No salary will be paid for periods of unauthorized absence. Unauthorized absence for a period

of more than 3 days shall result in termination of employment on grounds of abandonment of 

employment. 

e. Subject to conditions prescribed by the law, Maternity Leave for a period of 6 months shall be

available to women employees who have worked for a period of minimum of 80 days. 

10. PLACE OF WORK AND MOBILITY

a. Your usual location of work will be Bangalore. However, you may be required from time to

time to work at or from any office or location of the Company or within different companies 
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affiliated to Eduinstyn Learning Pvt Ltd. A change of your place of residence may be required from 

time to time and you may be transferred from one city to another for the business needs of the 

Company. In case of transfer, your transfer shall be subject to the Relocation Policy. 

 

11. RETIREMENT 

a. Normal retirement in the company is at age 58. Your employment will terminate automatically 

at the end of the month in which your 58th birthday occurs, unless you are otherwise advised by 

individual notice. You may also be retired earlier if found to be medically unfit or suffer any other 

incapacity that may impact on the effective performance of your services. 

 

12. RULES AND REGULATIONS 

a. Eduinstyn Learning Pvt Ltd is a business based on integrity and mutual trust. To maintain and 

safeguard the trust and confidence of customers and the public certain ethical principles and 

standards of conduct have to be maintained. 

b. In addition to any requirement under the Code of Conduct, you are also required as a 

condition of continued employment to disclose to Eduinstyn Learning Pvt Ltd immediately and 

without any delay, any instance of you being arrested or charged or convicted of any criminal 

offence(s) and / or being declared bankrupt during the course of your employment. Failure to 

disclose such information may result in disciplinary proceedings up to and including but not limited 

to termination of employment. 

c. Other specific rules and regulations will be notified by the Company from time to time. 

d. Policies, Code of Conduct, rules, and regulations may be amended from time to time. You are 

required to keep yourself updated on such changes. 

 

13. CONFIDENTIALITY 

a. As a condition of employment, you are required to sign and return the Non-Disclosure 

Agreement in Annexure that pledges confidentiality on all business matters pertaining to Eduinstyn 

Learning Pvt Ltd, its subsidiaries, the company, and its customers. A breach of confidentiality is a 

material breach and may result in disciplinary proceedings including but not limited to injunction, 

termination of employment or claims of damages. 

 

14. PROTECTION OF PERSONAL DATA 

a. Eduinstyn Learning Pvt Ltd adopts industry standard software for maintenance of employee 

and customer data and Personal data of employees and customer data. Such data may be processed 

for human resources administration purposes, including payroll administration, career development, 

performance and health and safety administration and such business and operational needs. 

b. In order to process your personal data, the Company needs your consent. A format of such 

consent is enclosed with this letter. 

c. We request you to read and confirm your consent and return the Consent to us. Access to 

information systems and your personal data will be protected in accordance with our standard 

practices. 

 

15. USE OF SOFTWARE AND SYSTEMS ACCESS 

a. You are required to follow policies, rules and procedures laid down by the Company in this 

letter and those subsequently notified by the Company. 

 

 

16. DATA PROTECTION 
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a. Under the Company’s policies, you have a responsibility to ensure that all personal data, 

confidential information you process or process, is kept protected. Unauthorized disclosure of 

personal data of anyone, yourself, your colleagues, vendors, or customers is a material breach and 

may result in disciplinary action including but not limited to termination of employment and other 

actions as may be necessary under the applicable laws governing data protection. Therefore, you 

must ensure that you do the following in addition to all other guidance regarding data protection 

you may receive from the Company from time to time: 

b. Do not disclose personal data without authority 

c. Do not access information or systems not directly relevant to each task Do not treat personal 

data carelessly 

d. Lock all printouts away when not in use 

e. Do not disclose your computer password to any unauthorized person. 

f. Under the Company’s policies, it is important that the Company’s internal, restricted, or highly 

restricted personal records are maintained as accurately as possible. Hence, you must notify the 

Company in writing of any change in your personal circumstances, such as your address, marital 

status, birth of children, attainment of professional qualifications, and so forth. 

 

17. Performance Improvement Plan 

During this period, you are required to adhere and deliver the KPI (Key performance indicators) 

which will be communicated to you as and when this is being implemented 

 

18. TERMINATION OF YOUR EMPLOYMENT BY THE COMPANY 

a. Post confirmation, you may be terminated on the grounds of misconduct, breach of 

employment terms or policies, breach of laws. 

b. In the event of misconduct, breach of policies, Code of Conduct, involvement in any criminal 

activity of sexual harassment incident or similar such reasons, the notice period of one month shall 

not apply and services may require to be terminated at shorter notice. 

c. Notice of Termination may be handed to you personally, by email or sent to your last recorded 

address. The Company reserves the right to ask that you no longer work at your office location for 

the duration of your notice period in case circumstances so require. 

 

19. TERMINATION OF EMPLOYMENT BY YOU 

a. During probation, you are required to give the company at least one calendar months’ notice 

in writing. Post confirmation, you are required to give the company a minimum of 1 months’ notice 

in writing. Where a notice period as per terms of employment is not served, pay in lieu of notice 

period would be reduced from the final settlement dues to the employee. Upon immediate 

termination of employment by you, you will have to compensate by paying an amount equal to 2 

months’ salary to the Company in lieu of the notice period. 

b. Violation during Notice Period: During notice period you are expected to adhere to all the KPIs 

and perform to the best of your abilities. In the event that the KPIs are not met, the work and 

compensation will be considered null and void during the notice period and the compensation as per 

clause 19.a will have to be paid by you. 

c. Corollary: If during the notice period, you fail to achieve the KPIs – you have an option to move 

to a “Pay per Conversion” model wherein you will be eligible to receive 30% of the revenue 

generated and received on behalf of the company. 

 

20. RETURN OF ASSETS UPON END OF YOUR ENGAGEMENT 
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a. You shall immediately return all computers, software, access cards, work deliverables, 

completed or work in progress and any other Eduinstyn Learning Pvt Ltd provided property upon 

your end of employment. You shall not make any copies of work products or software or retain any 

of Eduinstyn Learning Pvt Ltd assets in your possession after your employment with Eduinstyn 

Learning Pvt Ltd comes to an end. You understand that a breach of this obligation entitles Eduinstyn 

Learning Pvt Ltd to take civil and criminal actions as applicable for recovery of its assets. 

 

21. INTELLECTUAL PROPERTY RIGHTS IN DELIVERABLES 

a. In consideration of your employment, you agree and hereby assign all intellectual property 

rights copyrights, patents, trademarks, design rights or any other proprietary right and moral rights 

assignable to Eduinstyn Learning Pvt Ltd in all deliverables you create in the course of your 

employment including but not limited to software codes, reports, algorithms, analysis etc. 

b. You shall not retain any copies of the same in your personal computer or mail systems. 

c. You understand that intellectual property is a vital asset for Eduinstyn Learning Pvt Ltd and any 

wrongful disclosure or handling of the same shall result in irreparable loss and injury to Eduinstyn 

Learning Pvt Ltd and allow Eduinstyn Learning Pvt Ltd to prosecute a legal action, claim damages or 

injunctions. 

d. You shall not use third party’s proprietary material or their intellectual property without 

appropriate authorizations and licenses to produce your work deliverables for Eduinstyn Learning 

Pvt Ltd. 

 

22. INDEMNIFICATIONS 

a. You understand that breaching actions of yours such as breach of confidentiality, breach of 

applicable laws, breach of data protection obligations, breach of intellectual property rights may 

cause Eduinstyn Learning Pvt Ltd financial, reputational or goodwill loss, hence you shall at all times 

indemnify Eduinstyn Learning Pvt Ltd, its directors, third parties and employees from and against any 

claims, losses or damages arising from your breaches or unlawful activities. 

 

23. NON -SOLICITATION 

a. You shall not directly or indirectly induce, influence, coerce, solicit any of Eduinstyn Learning 

Pvt Ltd’s customers or employees. This restriction applies during your tenure with Eduinstyn 

Learning Pvt Ltd and for a duration of two years after termination of your engagement 

with Eduinstyn Learning Pvt Ltd, regardless of the reason for termination of your engagement 

with Eduinstyn Learning Pvt Ltd. 

 

24. AMENDMENTS 

a. The Company reserves the right to amend the terms and conditions related to employment, 

the policies, the rules, and regulations applicable to employees. Such changes would be 

communicated through internal communication to the employees at large. Such changes shall be 

deemed to be part of your employment conditions. All enclosures herewith are deemed part of your 

employment agreement with the Company. 

 

25. EXCLUSIVE JURISDICTION 

a. Your employment and conditions of employment are exclusively governed by the laws of India 

and the courts of Bangalore shall have the exclusive jurisdiction on any dispute arising on matters 

related to your employment. 

 

26. SEVERABILITY 
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a. If any part of this agreement is held invalid, void, or unenforceable, the remainder of the terms 

shall continue to be fully enforceable minus the portion which is not enforceable. 

 

 

CONFIRMATION OF ACCEPTANCE 

We request you to complete and return a copy of this letter as a token of written 

acceptance of this offer. If we do not receive a written acceptance as above from you within 7 days 

of the date of this letter, we shall assume that you do not wish to take up this offer of employment 

and our offer will lapse automatically. We sincerely hope that you will accept this appointment and 

look forward to having you onboard. 

 

Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 

 

 

ANNEXURE-1 

 
THE CTC PROVIDED BY THE COMPANY WILL BE INR 2,40,000 LPA for 3 months of probation period, 

after probation period the same will be revised to INR 3,00,000 LPA for a period of 3 months 

thereafter. After completion of 6 months in our organization your CTC will be revised to INR 5,00,000 

LPA as fixed component and INR 3,00,000 LPA as the variable component 

 

Subject to deductions for Employee’s contribution to PF, Professional Tax, Income Tax and other 
statutory deductions that may be applicable. • EPFO guidelines for International Worker applicable. • 
Any other relevant Compensation & Benefits related matter shall be governed by the service rules and 

policies in force and applicable from time to time. • As per IT Act, it is mandatory for all individuals 
working in India whose receipts are subject to deduction of tax at source (the deducted) to furnish his/ 

her PAN details to the deductor (Company), failing which the deductor (Company) w.e.f. April 2010 will 

deduct Tax at Source at rates higher than normal as per norms. 
 

Sl no Salary Breakup Total Monthly 

1 Basic Salary     1,20,000.00           10,000.00  

2 Dearness Allowance        36,000.00             3,000.00  

3 House Rent Allowance        60,000.00             5,000.00  

4 Special Allowance        24,000.00             2,000.00  

  Gross Salary     2,40,000.00           20,000.00  

        

1 Professional Tax          2,400.00                200.00  

2 Income tax - TDS                      -                           -    

  Total Deductions          2,400.00                200.00  

        

  Net Salary     2,37,600.00           19,800.00  

 

 
Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 
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Dear KUSHAL G 

Appointment letter 

Bangalore 

Further to your recent interview, conditional on and subject to no adverse findings arising 

from any of the employee background verification checks, required to be carried out by the 

Organization, I am pleased to offer you the following employment with Eduinstyn Learning Pvt Ltd, 

with a commencement date of 02/14/2022(Month/date/year). Please report to the undersigned 

on 02/14/2022(Month/date/year) will carry an annual CTC of INR 2,40,000/- at 11:00 AM at our 

office address - 675, 9th Main Rd, Sector 7, HSR Layout, Bengaluru, Karnataka based on the terms 

and conditions stated herein. This offer letter upon written acceptance by you shall be deemed as an 

Employment Agreement. 

1. BACKGROUND CHECKS AND REFERENCE CHECKS

a. During the term of your employment, you may also be subject to the same / similar / other

background verification checks being repeated at such intervals as may be determined solely by the 

Company. In the event that there are any adverse findings that arise during the course of or as a 

result of such background verification checks, you may be subject to disciplinary proceedings up to 

and including but not limited to termination of your employment. For the purpose of obtaining your 

present employer’s reference, you agree that your written acceptance will constitute your 

permission to write for reference checks. 

2. PROBATION

a. You will be on probation for a period of 15 days during which your performance shall be

reviewed by the Company. In case of unsatisfactory performance your probation may be ended or 

extended subject to additional conditions. 

b. Upon successful completion of the probation period without any extension you shall be

deemed to have been confirmed in the services of the Company as permanent Employee automatic. 

c. Upon your successful completion of probation period and becoming a regular employee, you

are required to work with us for a minimum tenure of 12 months from the date of confirmation. At 

any point in time if you wish to leave the company due to reasons of your own, you will have to pay 

a compensation amounting to 1 month’s total pay. 

d. NOTE: If you were hired as Trainee/Intern before for a period up to 3 months/6 Months.

The Probationary will be considered as void. 

3. JOB TITLE: Manger-Sales
As a term of your employment from time to time you may be required to undertake such 

other duties as they may be commensurate with the business needs of the Company. 

4. COMPENSATION

a. Your remuneration shall be as per Annexure titled “Annexure-1”.
b. Salary is subject to Income Tax and other statutory deductions and will be paid into a bank

account indicated by you. 

c. You will receive a monthly pay statement detailing gross pay and deductions. Any subsequent

changes to your salary will be highlighted in that statement. 
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d. Periodically your performance will be reviewed. If a performance award (bonus) is applicable,

it will usually be paid subject to your performance appraisal, ratings and company performance and 

other such criteria at payout intervals determined by the Company. 

e. In the event of an Income tax liability or any other tax liability or any statutory charges arising

as a result of your employment with the Company, these will be borne by yourself, and Company 

shall in no event be liable for payment of these taxes or any other charges of this nature for the 

period of your employment or after cessation of your employment with the Company. 

5. SALARY REVISIONS

a. The Company may undertake a periodic review of salaries, and will notify you of any

amendments which are to be applied. Such reviews will take due consideration of, amongst other 

things, inflationary, deflationary, market and other economic pressures impacting the company and 

the staff. 

6. DEDUCTIONS FROM PAY

a. When your employment ends, if the number of annual leaves you have taken exceeds your

entitlement, an appropriate deduction will be made from your full and final payout. 

b. Any leave balance outstanding in your name may be encashed subject to the Leave

encashment Policy applicable. 

c. If you are summarily dismissed, or you leave the Company without giving due notice under

your contract of employment, your entitlement to holiday pay ends with the date of termination. 

7. HOURS OF WORK

a. Your usual working hours shall be 8 hours excluding the breaks. However, you may be required

to put in additional hours as and when there is a business requirement. 

b. The business working days of the Company 6 Days a week. For any Shift working, the Company

shall inform you reasonably in advance. 

8. ADDITIONAL HOURS

a. Subject to your role qualifying for overtime under applicable statutory provisions if occasions

so arise when you may be required to work additional hours beyond normal hours. 

9. LEAVES

a. The Company’s holiday year runs from the first day of January to the last day of December in
the same year. 

b. In a Year, you are entitled to 15 days of earned leave, 6 days of casual leave and 6 days of sick

leave. This should be informed and approved by HR, AVP & VP/Head of the Department 15 days 

prior to the leaves. 

c. Please refer to the detailed Leave Policy upon joining.

d. No salary will be paid for periods of unauthorized absence. Unauthorized absence for a period

of more than 3 days shall result in termination of employment on grounds of abandonment of 

employment. 

e. Subject to conditions prescribed by the law, Maternity Leave for a period of 6 months shall be

available to women employees who have worked for a period of minimum of 80 days. 

10. PLACE OF WORK AND MOBILITY

a. Your usual location of work will be Bangalore. However, you may be required from time to

time to work at or from any office or location of the Company or within different companies 
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affiliated to Eduinstyn Learning Pvt Ltd. A change of your place of residence may be required from 

time to time and you may be transferred from one city to another for the business needs of the 

Company. In case of transfer, your transfer shall be subject to the Relocation Policy. 

 

11. RETIREMENT 

a. Normal retirement in the company is at age 58. Your employment will terminate automatically 

at the end of the month in which your 58th birthday occurs, unless you are otherwise advised by 

individual notice. You may also be retired earlier if found to be medically unfit or suffer any other 

incapacity that may impact on the effective performance of your services. 

 

12. RULES AND REGULATIONS 

a. Eduinstyn Learning Pvt Ltd is a business based on integrity and mutual trust. To maintain and 

safeguard the trust and confidence of customers and the public certain ethical principles and 

standards of conduct have to be maintained. 

b. In addition to any requirement under the Code of Conduct, you are also required as a 

condition of continued employment to disclose to Eduinstyn Learning Pvt Ltd immediately and 

without any delay, any instance of you being arrested or charged or convicted of any criminal 

offence(s) and / or being declared bankrupt during the course of your employment. Failure to 

disclose such information may result in disciplinary proceedings up to and including but not limited 

to termination of employment. 

c. Other specific rules and regulations will be notified by the Company from time to time. 

d. Policies, Code of Conduct, rules, and regulations may be amended from time to time. You are 

required to keep yourself updated on such changes. 

 

13. CONFIDENTIALITY 

a. As a condition of employment, you are required to sign and return the Non-Disclosure 

Agreement in Annexure that pledges confidentiality on all business matters pertaining to Eduinstyn 

Learning Pvt Ltd, its subsidiaries, the company, and its customers. A breach of confidentiality is a 

material breach and may result in disciplinary proceedings including but not limited to injunction, 

termination of employment or claims of damages. 

 

14. PROTECTION OF PERSONAL DATA 

a. Eduinstyn Learning Pvt Ltd adopts industry standard software for maintenance of employee 

and customer data and Personal data of employees and customer data. Such data may be processed 

for human resources administration purposes, including payroll administration, career development, 

performance and health and safety administration and such business and operational needs. 

b. In order to process your personal data, the Company needs your consent. A format of such 

consent is enclosed with this letter. 

c. We request you to read and confirm your consent and return the Consent to us. Access to 

information systems and your personal data will be protected in accordance with our standard 

practices. 

 

15. USE OF SOFTWARE AND SYSTEMS ACCESS 

a. You are required to follow policies, rules and procedures laid down by the Company in this 

letter and those subsequently notified by the Company. 

 

 

16. DATA PROTECTION 
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a. Under the Company’s policies, you have a responsibility to ensure that all personal data, 

confidential information you process or process, is kept protected. Unauthorized disclosure of 

personal data of anyone, yourself, your colleagues, vendors, or customers is a material breach and 

may result in disciplinary action including but not limited to termination of employment and other 

actions as may be necessary under the applicable laws governing data protection. Therefore, you 

must ensure that you do the following in addition to all other guidance regarding data protection 

you may receive from the Company from time to time: 

b. Do not disclose personal data without authority 

c. Do not access information or systems not directly relevant to each task Do not treat personal 

data carelessly 

d. Lock all printouts away when not in use 

e. Do not disclose your computer password to any unauthorized person. 

f. Under the Company’s policies, it is important that the Company’s internal, restricted, or highly 

restricted personal records are maintained as accurately as possible. Hence, you must notify the 

Company in writing of any change in your personal circumstances, such as your address, marital 

status, birth of children, attainment of professional qualifications, and so forth. 

 

17. Performance Improvement Plan 

During this period, you are required to adhere and deliver the KPI (Key performance indicators) 

which will be communicated to you as and when this is being implemented 

 

18. TERMINATION OF YOUR EMPLOYMENT BY THE COMPANY 

a. Post confirmation, you may be terminated on the grounds of misconduct, breach of 

employment terms or policies, breach of laws. 

b. In the event of misconduct, breach of policies, Code of Conduct, involvement in any criminal 

activity of sexual harassment incident or similar such reasons, the notice period of one month shall 

not apply and services may require to be terminated at shorter notice. 

c. Notice of Termination may be handed to you personally, by email or sent to your last recorded 

address. The Company reserves the right to ask that you no longer work at your office location for 

the duration of your notice period in case circumstances so require. 

 

19. TERMINATION OF EMPLOYMENT BY YOU 

a. During probation, you are required to give the company at least one calendar months’ notice 

in writing. Post confirmation, you are required to give the company a minimum of 1 months’ notice 

in writing. Where a notice period as per terms of employment is not served, pay in lieu of notice 

period would be reduced from the final settlement dues to the employee. Upon immediate 

termination of employment by you, you will have to compensate by paying an amount equal to 2 

months’ salary to the Company in lieu of the notice period. 

b. Violation during Notice Period: During notice period you are expected to adhere to all the KPIs 

and perform to the best of your abilities. In the event that the KPIs are not met, the work and 

compensation will be considered null and void during the notice period and the compensation as per 

clause 19.a will have to be paid by you. 

c. Corollary: If during the notice period, you fail to achieve the KPIs – you have an option to move 

to a “Pay per Conversion” model wherein you will be eligible to receive 30% of the revenue 

generated and received on behalf of the company. 

 

20. RETURN OF ASSETS UPON END OF YOUR ENGAGEMENT 
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a. You shall immediately return all computers, software, access cards, work deliverables, 

completed or work in progress and any other Eduinstyn Learning Pvt Ltd provided property upon 

your end of employment. You shall not make any copies of work products or software or retain any 

of Eduinstyn Learning Pvt Ltd assets in your possession after your employment with Eduinstyn 

Learning Pvt Ltd comes to an end. You understand that a breach of this obligation entitles Eduinstyn 

Learning Pvt Ltd to take civil and criminal actions as applicable for recovery of its assets. 

 

21. INTELLECTUAL PROPERTY RIGHTS IN DELIVERABLES 

a. In consideration of your employment, you agree and hereby assign all intellectual property 

rights copyrights, patents, trademarks, design rights or any other proprietary right and moral rights 

assignable to Eduinstyn Learning Pvt Ltd in all deliverables you create in the course of your 

employment including but not limited to software codes, reports, algorithms, analysis etc. 

b. You shall not retain any copies of the same in your personal computer or mail systems. 

c. You understand that intellectual property is a vital asset for Eduinstyn Learning Pvt Ltd and any 

wrongful disclosure or handling of the same shall result in irreparable loss and injury to Eduinstyn 

Learning Pvt Ltd and allow Eduinstyn Learning Pvt Ltd to prosecute a legal action, claim damages or 

injunctions. 

d. You shall not use third party’s proprietary material or their intellectual property without 

appropriate authorizations and licenses to produce your work deliverables for Eduinstyn Learning 

Pvt Ltd. 

 

22. INDEMNIFICATIONS 

a. You understand that breaching actions of yours such as breach of confidentiality, breach of 

applicable laws, breach of data protection obligations, breach of intellectual property rights may 

cause Eduinstyn Learning Pvt Ltd financial, reputational or goodwill loss, hence you shall at all times 

indemnify Eduinstyn Learning Pvt Ltd, its directors, third parties and employees from and against any 

claims, losses or damages arising from your breaches or unlawful activities. 

 

23. NON -SOLICITATION 

a. You shall not directly or indirectly induce, influence, coerce, solicit any of Eduinstyn Learning 

Pvt Ltd’s customers or employees. This restriction applies during your tenure with Eduinstyn 

Learning Pvt Ltd and for a duration of two years after termination of your engagement 

with Eduinstyn Learning Pvt Ltd, regardless of the reason for termination of your engagement 

with Eduinstyn Learning Pvt Ltd. 

 

24. AMENDMENTS 

a. The Company reserves the right to amend the terms and conditions related to employment, 

the policies, the rules, and regulations applicable to employees. Such changes would be 

communicated through internal communication to the employees at large. Such changes shall be 

deemed to be part of your employment conditions. All enclosures herewith are deemed part of your 

employment agreement with the Company. 

 

25. EXCLUSIVE JURISDICTION 

a. Your employment and conditions of employment are exclusively governed by the laws of India 

and the courts of Bangalore shall have the exclusive jurisdiction on any dispute arising on matters 

related to your employment. 

 

26. SEVERABILITY 
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a. If any part of this agreement is held invalid, void, or unenforceable, the remainder of the terms 

shall continue to be fully enforceable minus the portion which is not enforceable. 

 

 

CONFIRMATION OF ACCEPTANCE 

We request you to complete and return a copy of this letter as a token of written 

acceptance of this offer. If we do not receive a written acceptance as above from you within 7 days 

of the date of this letter, we shall assume that you do not wish to take up this offer of employment 

and our offer will lapse automatically. We sincerely hope that you will accept this appointment and 

look forward to having you onboard. 

 

Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 

 

 

ANNEXURE-1 

 
THE CTC PROVIDED BY THE COMPANY WILL BE INR 2,40,000 LPA for 3 months of probation period, 

after probation period the same will be revised to INR 3,00,000 LPA for a period of 3 months 

thereafter. After completion of 6 months in our organization your CTC will be revised to INR 5,00,000 

LPA as fixed component and INR 3,00,000 LPA as the variable component 

 

Subject to deductions for Employee’s contribution to PF, Professional Tax, Income Tax and other 
statutory deductions that may be applicable. • EPFO guidelines for International Worker applicable. • 
Any other relevant Compensation & Benefits related matter shall be governed by the service rules and 

policies in force and applicable from time to time. • As per IT Act, it is mandatory for all individuals 
working in India whose receipts are subject to deduction of tax at source (the deducted) to furnish his/ 

her PAN details to the deductor (Company), failing which the deductor (Company) w.e.f. April 2010 will 

deduct Tax at Source at rates higher than normal as per norms. 
 

Sl no Salary Breakup Total Monthly 

1 Basic Salary     1,20,000.00           10,000.00  

2 Dearness Allowance        36,000.00             3,000.00  

3 House Rent Allowance        60,000.00             5,000.00  

4 Special Allowance        24,000.00             2,000.00  

  Gross Salary     2,40,000.00           20,000.00  

        

1 Professional Tax          2,400.00                200.00  

2 Income tax - TDS                      -                           -    

  Total Deductions          2,400.00                200.00  

        

  Net Salary     2,37,600.00           19,800.00  

 

 
Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 
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Dear RAMESH S R 

Appointment letter 

Bangalore 

Further to your recent interview, conditional on and subject to no adverse findings arising 

from any of the employee background verification checks, required to be carried out by the 

Organization, I am pleased to offer you the following employment with Eduinstyn Learning Pvt Ltd, 

with a commencement date of 02/14/2022(Month/date/year). Please report to the undersigned 

on 02/14/2022(Month/date/year) will carry an annual CTC of INR 2,40,000/- at 11:00 AM at our 

office address - 675, 9th Main Rd, Sector 7, HSR Layout, Bengaluru, Karnataka based on the terms 

and conditions stated herein. This offer letter upon written acceptance by you shall be deemed as an 

Employment Agreement. 

1. BACKGROUND CHECKS AND REFERENCE CHECKS

a. During the term of your employment, you may also be subject to the same / similar / other

background verification checks being repeated at such intervals as may be determined solely by the 

Company. In the event that there are any adverse findings that arise during the course of or as a 

result of such background verification checks, you may be subject to disciplinary proceedings up to 

and including but not limited to termination of your employment. For the purpose of obtaining your 

present employer’s reference, you agree that your written acceptance will constitute your 

permission to write for reference checks. 

2. PROBATION

a. You will be on probation for a period of 15 days during which your performance shall be

reviewed by the Company. In case of unsatisfactory performance your probation may be ended or 

extended subject to additional conditions. 

b. Upon successful completion of the probation period without any extension you shall be

deemed to have been confirmed in the services of the Company as permanent Employee automatic. 

c. Upon your successful completion of probation period and becoming a regular employee, you

are required to work with us for a minimum tenure of 12 months from the date of confirmation. At 

any point in time if you wish to leave the company due to reasons of your own, you will have to pay 

a compensation amounting to 1 month’s total pay. 

d. NOTE: If you were hired as Trainee/Intern before for a period up to 3 months/6 Months.

The Probationary will be considered as void. 

3. JOB TITLE: Manger-Sales
As a term of your employment from time to time you may be required to undertake such 

other duties as they may be commensurate with the business needs of the Company. 

4. COMPENSATION

a. Your remuneration shall be as per Annexure titled “Annexure-1”.
b. Salary is subject to Income Tax and other statutory deductions and will be paid into a bank

account indicated by you. 

c. You will receive a monthly pay statement detailing gross pay and deductions. Any subsequent

changes to your salary will be highlighted in that statement. 
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d. Periodically your performance will be reviewed. If a performance award (bonus) is applicable,

it will usually be paid subject to your performance appraisal, ratings and company performance and 

other such criteria at payout intervals determined by the Company. 

e. In the event of an Income tax liability or any other tax liability or any statutory charges arising

as a result of your employment with the Company, these will be borne by yourself, and Company 

shall in no event be liable for payment of these taxes or any other charges of this nature for the 

period of your employment or after cessation of your employment with the Company. 

5. SALARY REVISIONS

a. The Company may undertake a periodic review of salaries, and will notify you of any

amendments which are to be applied. Such reviews will take due consideration of, amongst other 

things, inflationary, deflationary, market and other economic pressures impacting the company and 

the staff. 

6. DEDUCTIONS FROM PAY

a. When your employment ends, if the number of annual leaves you have taken exceeds your

entitlement, an appropriate deduction will be made from your full and final payout. 

b. Any leave balance outstanding in your name may be encashed subject to the Leave

encashment Policy applicable. 

c. If you are summarily dismissed, or you leave the Company without giving due notice under

your contract of employment, your entitlement to holiday pay ends with the date of termination. 

7. HOURS OF WORK

a. Your usual working hours shall be 8 hours excluding the breaks. However, you may be required

to put in additional hours as and when there is a business requirement. 

b. The business working days of the Company 6 Days a week. For any Shift working, the Company

shall inform you reasonably in advance. 

8. ADDITIONAL HOURS

a. Subject to your role qualifying for overtime under applicable statutory provisions if occasions

so arise when you may be required to work additional hours beyond normal hours. 

9. LEAVES

a. The Company’s holiday year runs from the first day of January to the last day of December in
the same year. 

b. In a Year, you are entitled to 15 days of earned leave, 6 days of casual leave and 6 days of sick

leave. This should be informed and approved by HR, AVP & VP/Head of the Department 15 days 

prior to the leaves. 

c. Please refer to the detailed Leave Policy upon joining.

d. No salary will be paid for periods of unauthorized absence. Unauthorized absence for a period

of more than 3 days shall result in termination of employment on grounds of abandonment of 

employment. 

e. Subject to conditions prescribed by the law, Maternity Leave for a period of 6 months shall be

available to women employees who have worked for a period of minimum of 80 days. 

10. PLACE OF WORK AND MOBILITY

a. Your usual location of work will be Bangalore. However, you may be required from time to

time to work at or from any office or location of the Company or within different companies 
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affiliated to Eduinstyn Learning Pvt Ltd. A change of your place of residence may be required from 

time to time and you may be transferred from one city to another for the business needs of the 

Company. In case of transfer, your transfer shall be subject to the Relocation Policy. 

 

11. RETIREMENT 

a. Normal retirement in the company is at age 58. Your employment will terminate automatically 

at the end of the month in which your 58th birthday occurs, unless you are otherwise advised by 

individual notice. You may also be retired earlier if found to be medically unfit or suffer any other 

incapacity that may impact on the effective performance of your services. 

 

12. RULES AND REGULATIONS 

a. Eduinstyn Learning Pvt Ltd is a business based on integrity and mutual trust. To maintain and 

safeguard the trust and confidence of customers and the public certain ethical principles and 

standards of conduct have to be maintained. 

b. In addition to any requirement under the Code of Conduct, you are also required as a 

condition of continued employment to disclose to Eduinstyn Learning Pvt Ltd immediately and 

without any delay, any instance of you being arrested or charged or convicted of any criminal 

offence(s) and / or being declared bankrupt during the course of your employment. Failure to 

disclose such information may result in disciplinary proceedings up to and including but not limited 

to termination of employment. 

c. Other specific rules and regulations will be notified by the Company from time to time. 

d. Policies, Code of Conduct, rules, and regulations may be amended from time to time. You are 

required to keep yourself updated on such changes. 

 

13. CONFIDENTIALITY 

a. As a condition of employment, you are required to sign and return the Non-Disclosure 

Agreement in Annexure that pledges confidentiality on all business matters pertaining to Eduinstyn 

Learning Pvt Ltd, its subsidiaries, the company, and its customers. A breach of confidentiality is a 

material breach and may result in disciplinary proceedings including but not limited to injunction, 

termination of employment or claims of damages. 

 

14. PROTECTION OF PERSONAL DATA 

a. Eduinstyn Learning Pvt Ltd adopts industry standard software for maintenance of employee 

and customer data and Personal data of employees and customer data. Such data may be processed 

for human resources administration purposes, including payroll administration, career development, 

performance and health and safety administration and such business and operational needs. 

b. In order to process your personal data, the Company needs your consent. A format of such 

consent is enclosed with this letter. 

c. We request you to read and confirm your consent and return the Consent to us. Access to 

information systems and your personal data will be protected in accordance with our standard 

practices. 

 

15. USE OF SOFTWARE AND SYSTEMS ACCESS 

a. You are required to follow policies, rules and procedures laid down by the Company in this 

letter and those subsequently notified by the Company. 

 

 

16. DATA PROTECTION 
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a. Under the Company’s policies, you have a responsibility to ensure that all personal data, 

confidential information you process or process, is kept protected. Unauthorized disclosure of 

personal data of anyone, yourself, your colleagues, vendors, or customers is a material breach and 

may result in disciplinary action including but not limited to termination of employment and other 

actions as may be necessary under the applicable laws governing data protection. Therefore, you 

must ensure that you do the following in addition to all other guidance regarding data protection 

you may receive from the Company from time to time: 

b. Do not disclose personal data without authority 

c. Do not access information or systems not directly relevant to each task Do not treat personal 

data carelessly 

d. Lock all printouts away when not in use 

e. Do not disclose your computer password to any unauthorized person. 

f. Under the Company’s policies, it is important that the Company’s internal, restricted, or highly 

restricted personal records are maintained as accurately as possible. Hence, you must notify the 

Company in writing of any change in your personal circumstances, such as your address, marital 

status, birth of children, attainment of professional qualifications, and so forth. 

 

17. Performance Improvement Plan 

During this period, you are required to adhere and deliver the KPI (Key performance indicators) 

which will be communicated to you as and when this is being implemented 

 

18. TERMINATION OF YOUR EMPLOYMENT BY THE COMPANY 

a. Post confirmation, you may be terminated on the grounds of misconduct, breach of 

employment terms or policies, breach of laws. 

b. In the event of misconduct, breach of policies, Code of Conduct, involvement in any criminal 

activity of sexual harassment incident or similar such reasons, the notice period of one month shall 

not apply and services may require to be terminated at shorter notice. 

c. Notice of Termination may be handed to you personally, by email or sent to your last recorded 

address. The Company reserves the right to ask that you no longer work at your office location for 

the duration of your notice period in case circumstances so require. 

 

19. TERMINATION OF EMPLOYMENT BY YOU 

a. During probation, you are required to give the company at least one calendar months’ notice 

in writing. Post confirmation, you are required to give the company a minimum of 1 months’ notice 

in writing. Where a notice period as per terms of employment is not served, pay in lieu of notice 

period would be reduced from the final settlement dues to the employee. Upon immediate 

termination of employment by you, you will have to compensate by paying an amount equal to 2 

months’ salary to the Company in lieu of the notice period. 

b. Violation during Notice Period: During notice period you are expected to adhere to all the KPIs 

and perform to the best of your abilities. In the event that the KPIs are not met, the work and 

compensation will be considered null and void during the notice period and the compensation as per 

clause 19.a will have to be paid by you. 

c. Corollary: If during the notice period, you fail to achieve the KPIs – you have an option to move 

to a “Pay per Conversion” model wherein you will be eligible to receive 30% of the revenue 

generated and received on behalf of the company. 

 

20. RETURN OF ASSETS UPON END OF YOUR ENGAGEMENT 
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a. You shall immediately return all computers, software, access cards, work deliverables, 

completed or work in progress and any other Eduinstyn Learning Pvt Ltd provided property upon 

your end of employment. You shall not make any copies of work products or software or retain any 

of Eduinstyn Learning Pvt Ltd assets in your possession after your employment with Eduinstyn 

Learning Pvt Ltd comes to an end. You understand that a breach of this obligation entitles Eduinstyn 

Learning Pvt Ltd to take civil and criminal actions as applicable for recovery of its assets. 

 

21. INTELLECTUAL PROPERTY RIGHTS IN DELIVERABLES 

a. In consideration of your employment, you agree and hereby assign all intellectual property 

rights copyrights, patents, trademarks, design rights or any other proprietary right and moral rights 

assignable to Eduinstyn Learning Pvt Ltd in all deliverables you create in the course of your 

employment including but not limited to software codes, reports, algorithms, analysis etc. 

b. You shall not retain any copies of the same in your personal computer or mail systems. 

c. You understand that intellectual property is a vital asset for Eduinstyn Learning Pvt Ltd and any 

wrongful disclosure or handling of the same shall result in irreparable loss and injury to Eduinstyn 

Learning Pvt Ltd and allow Eduinstyn Learning Pvt Ltd to prosecute a legal action, claim damages or 

injunctions. 

d. You shall not use third party’s proprietary material or their intellectual property without 

appropriate authorizations and licenses to produce your work deliverables for Eduinstyn Learning 

Pvt Ltd. 

 

22. INDEMNIFICATIONS 

a. You understand that breaching actions of yours such as breach of confidentiality, breach of 

applicable laws, breach of data protection obligations, breach of intellectual property rights may 

cause Eduinstyn Learning Pvt Ltd financial, reputational or goodwill loss, hence you shall at all times 

indemnify Eduinstyn Learning Pvt Ltd, its directors, third parties and employees from and against any 

claims, losses or damages arising from your breaches or unlawful activities. 

 

23. NON -SOLICITATION 

a. You shall not directly or indirectly induce, influence, coerce, solicit any of Eduinstyn Learning 

Pvt Ltd’s customers or employees. This restriction applies during your tenure with Eduinstyn 

Learning Pvt Ltd and for a duration of two years after termination of your engagement 

with Eduinstyn Learning Pvt Ltd, regardless of the reason for termination of your engagement 

with Eduinstyn Learning Pvt Ltd. 

 

24. AMENDMENTS 

a. The Company reserves the right to amend the terms and conditions related to employment, 

the policies, the rules, and regulations applicable to employees. Such changes would be 

communicated through internal communication to the employees at large. Such changes shall be 

deemed to be part of your employment conditions. All enclosures herewith are deemed part of your 

employment agreement with the Company. 

 

25. EXCLUSIVE JURISDICTION 

a. Your employment and conditions of employment are exclusively governed by the laws of India 

and the courts of Bangalore shall have the exclusive jurisdiction on any dispute arising on matters 

related to your employment. 

 

26. SEVERABILITY 
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a. If any part of this agreement is held invalid, void, or unenforceable, the remainder of the terms 

shall continue to be fully enforceable minus the portion which is not enforceable. 

 

 

CONFIRMATION OF ACCEPTANCE 

We request you to complete and return a copy of this letter as a token of written 

acceptance of this offer. If we do not receive a written acceptance as above from you within 7 days 

of the date of this letter, we shall assume that you do not wish to take up this offer of employment 

and our offer will lapse automatically. We sincerely hope that you will accept this appointment and 

look forward to having you onboard. 

 

Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 

 

 

ANNEXURE-1 

 
THE CTC PROVIDED BY THE COMPANY WILL BE INR 2,40,000 LPA for 3 months of probation period, 

after probation period the same will be revised to INR 3,00,000 LPA for a period of 3 months 

thereafter. After completion of 6 months in our organization your CTC will be revised to INR 5,00,000 

LPA as fixed component and INR 3,00,000 LPA as the variable component 

 

Subject to deductions for Employee’s contribution to PF, Professional Tax, Income Tax and other 
statutory deductions that may be applicable. • EPFO guidelines for International Worker applicable. • 
Any other relevant Compensation & Benefits related matter shall be governed by the service rules and 

policies in force and applicable from time to time. • As per IT Act, it is mandatory for all individuals 
working in India whose receipts are subject to deduction of tax at source (the deducted) to furnish his/ 

her PAN details to the deductor (Company), failing which the deductor (Company) w.e.f. April 2010 will 

deduct Tax at Source at rates higher than normal as per norms. 
 

Sl no Salary Breakup Total Monthly 

1 Basic Salary     1,20,000.00           10,000.00  

2 Dearness Allowance        36,000.00             3,000.00  

3 House Rent Allowance        60,000.00             5,000.00  

4 Special Allowance        24,000.00             2,000.00  

  Gross Salary     2,40,000.00           20,000.00  

        

1 Professional Tax          2,400.00                200.00  

2 Income tax - TDS                      -                           -    

  Total Deductions          2,400.00                200.00  

        

  Net Salary     2,37,600.00           19,800.00  

 

 
Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 
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Dear SUMANTH S V 

Appointment letter 

Bangalore 

Further to your recent interview, conditional on and subject to no adverse findings arising 

from any of the employee background verification checks, required to be carried out by the 

Organization, I am pleased to offer you the following employment with Eduinstyn Learning Pvt Ltd, 

with a commencement date of 02/14/2022(Month/date/year). Please report to the undersigned 

on 02/14/2022(Month/date/year) will carry an annual CTC of INR 2,40,000/- at 11:00 AM at our 

office address - 675, 9th Main Rd, Sector 7, HSR Layout, Bengaluru, Karnataka based on the terms 

and conditions stated herein. This offer letter upon written acceptance by you shall be deemed as an 

Employment Agreement. 

1. BACKGROUND CHECKS AND REFERENCE CHECKS

a. During the term of your employment, you may also be subject to the same / similar / other

background verification checks being repeated at such intervals as may be determined solely by the 

Company. In the event that there are any adverse findings that arise during the course of or as a 

result of such background verification checks, you may be subject to disciplinary proceedings up to 

and including but not limited to termination of your employment. For the purpose of obtaining your 

present employer’s reference, you agree that your written acceptance will constitute your 

permission to write for reference checks. 

2. PROBATION

a. You will be on probation for a period of 15 days during which your performance shall be

reviewed by the Company. In case of unsatisfactory performance your probation may be ended or 

extended subject to additional conditions. 

b. Upon successful completion of the probation period without any extension you shall be

deemed to have been confirmed in the services of the Company as permanent Employee automatic. 

c. Upon your successful completion of probation period and becoming a regular employee, you

are required to work with us for a minimum tenure of 12 months from the date of confirmation. At 

any point in time if you wish to leave the company due to reasons of your own, you will have to pay 

a compensation amounting to 1 month’s total pay. 

d. NOTE: If you were hired as Trainee/Intern before for a period up to 3 months/6 Months.

The Probationary will be considered as void. 

3. JOB TITLE: Manger-Sales
As a term of your employment from time to time you may be required to undertake such 

other duties as they may be commensurate with the business needs of the Company. 

4. COMPENSATION

a. Your remuneration shall be as per Annexure titled “Annexure-1”.
b. Salary is subject to Income Tax and other statutory deductions and will be paid into a bank

account indicated by you. 

c. You will receive a monthly pay statement detailing gross pay and deductions. Any subsequent

changes to your salary will be highlighted in that statement. 
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d. Periodically your performance will be reviewed. If a performance award (bonus) is applicable,

it will usually be paid subject to your performance appraisal, ratings and company performance and 

other such criteria at payout intervals determined by the Company. 

e. In the event of an Income tax liability or any other tax liability or any statutory charges arising

as a result of your employment with the Company, these will be borne by yourself, and Company 

shall in no event be liable for payment of these taxes or any other charges of this nature for the 

period of your employment or after cessation of your employment with the Company. 

5. SALARY REVISIONS

a. The Company may undertake a periodic review of salaries, and will notify you of any

amendments which are to be applied. Such reviews will take due consideration of, amongst other 

things, inflationary, deflationary, market and other economic pressures impacting the company and 

the staff. 

6. DEDUCTIONS FROM PAY

a. When your employment ends, if the number of annual leaves you have taken exceeds your

entitlement, an appropriate deduction will be made from your full and final payout. 

b. Any leave balance outstanding in your name may be encashed subject to the Leave

encashment Policy applicable. 

c. If you are summarily dismissed, or you leave the Company without giving due notice under

your contract of employment, your entitlement to holiday pay ends with the date of termination. 

7. HOURS OF WORK

a. Your usual working hours shall be 8 hours excluding the breaks. However, you may be required

to put in additional hours as and when there is a business requirement. 

b. The business working days of the Company 6 Days a week. For any Shift working, the Company

shall inform you reasonably in advance. 

8. ADDITIONAL HOURS

a. Subject to your role qualifying for overtime under applicable statutory provisions if occasions

so arise when you may be required to work additional hours beyond normal hours. 

9. LEAVES

a. The Company’s holiday year runs from the first day of January to the last day of December in
the same year. 

b. In a Year, you are entitled to 15 days of earned leave, 6 days of casual leave and 6 days of sick

leave. This should be informed and approved by HR, AVP & VP/Head of the Department 15 days 

prior to the leaves. 

c. Please refer to the detailed Leave Policy upon joining.

d. No salary will be paid for periods of unauthorized absence. Unauthorized absence for a period

of more than 3 days shall result in termination of employment on grounds of abandonment of 

employment. 

e. Subject to conditions prescribed by the law, Maternity Leave for a period of 6 months shall be

available to women employees who have worked for a period of minimum of 80 days. 

10. PLACE OF WORK AND MOBILITY

a. Your usual location of work will be Bangalore. However, you may be required from time to

time to work at or from any office or location of the Company or within different companies 
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affiliated to Eduinstyn Learning Pvt Ltd. A change of your place of residence may be required from 

time to time and you may be transferred from one city to another for the business needs of the 

Company. In case of transfer, your transfer shall be subject to the Relocation Policy. 

 

11. RETIREMENT 

a. Normal retirement in the company is at age 58. Your employment will terminate automatically 

at the end of the month in which your 58th birthday occurs, unless you are otherwise advised by 

individual notice. You may also be retired earlier if found to be medically unfit or suffer any other 

incapacity that may impact on the effective performance of your services. 

 

12. RULES AND REGULATIONS 

a. Eduinstyn Learning Pvt Ltd is a business based on integrity and mutual trust. To maintain and 

safeguard the trust and confidence of customers and the public certain ethical principles and 

standards of conduct have to be maintained. 

b. In addition to any requirement under the Code of Conduct, you are also required as a 

condition of continued employment to disclose to Eduinstyn Learning Pvt Ltd immediately and 

without any delay, any instance of you being arrested or charged or convicted of any criminal 

offence(s) and / or being declared bankrupt during the course of your employment. Failure to 

disclose such information may result in disciplinary proceedings up to and including but not limited 

to termination of employment. 

c. Other specific rules and regulations will be notified by the Company from time to time. 

d. Policies, Code of Conduct, rules, and regulations may be amended from time to time. You are 

required to keep yourself updated on such changes. 

 

13. CONFIDENTIALITY 

a. As a condition of employment, you are required to sign and return the Non-Disclosure 

Agreement in Annexure that pledges confidentiality on all business matters pertaining to Eduinstyn 

Learning Pvt Ltd, its subsidiaries, the company, and its customers. A breach of confidentiality is a 

material breach and may result in disciplinary proceedings including but not limited to injunction, 

termination of employment or claims of damages. 

 

14. PROTECTION OF PERSONAL DATA 

a. Eduinstyn Learning Pvt Ltd adopts industry standard software for maintenance of employee 

and customer data and Personal data of employees and customer data. Such data may be processed 

for human resources administration purposes, including payroll administration, career development, 

performance and health and safety administration and such business and operational needs. 

b. In order to process your personal data, the Company needs your consent. A format of such 

consent is enclosed with this letter. 

c. We request you to read and confirm your consent and return the Consent to us. Access to 

information systems and your personal data will be protected in accordance with our standard 

practices. 

 

15. USE OF SOFTWARE AND SYSTEMS ACCESS 

a. You are required to follow policies, rules and procedures laid down by the Company in this 

letter and those subsequently notified by the Company. 

 

 

16. DATA PROTECTION 
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a. Under the Company’s policies, you have a responsibility to ensure that all personal data, 

confidential information you process or process, is kept protected. Unauthorized disclosure of 

personal data of anyone, yourself, your colleagues, vendors, or customers is a material breach and 

may result in disciplinary action including but not limited to termination of employment and other 

actions as may be necessary under the applicable laws governing data protection. Therefore, you 

must ensure that you do the following in addition to all other guidance regarding data protection 

you may receive from the Company from time to time: 

b. Do not disclose personal data without authority 

c. Do not access information or systems not directly relevant to each task Do not treat personal 

data carelessly 

d. Lock all printouts away when not in use 

e. Do not disclose your computer password to any unauthorized person. 

f. Under the Company’s policies, it is important that the Company’s internal, restricted, or highly 

restricted personal records are maintained as accurately as possible. Hence, you must notify the 

Company in writing of any change in your personal circumstances, such as your address, marital 

status, birth of children, attainment of professional qualifications, and so forth. 

 

17. Performance Improvement Plan 

During this period, you are required to adhere and deliver the KPI (Key performance indicators) 

which will be communicated to you as and when this is being implemented 

 

18. TERMINATION OF YOUR EMPLOYMENT BY THE COMPANY 

a. Post confirmation, you may be terminated on the grounds of misconduct, breach of 

employment terms or policies, breach of laws. 

b. In the event of misconduct, breach of policies, Code of Conduct, involvement in any criminal 

activity of sexual harassment incident or similar such reasons, the notice period of one month shall 

not apply and services may require to be terminated at shorter notice. 

c. Notice of Termination may be handed to you personally, by email or sent to your last recorded 

address. The Company reserves the right to ask that you no longer work at your office location for 

the duration of your notice period in case circumstances so require. 

 

19. TERMINATION OF EMPLOYMENT BY YOU 

a. During probation, you are required to give the company at least one calendar months’ notice 

in writing. Post confirmation, you are required to give the company a minimum of 1 months’ notice 

in writing. Where a notice period as per terms of employment is not served, pay in lieu of notice 

period would be reduced from the final settlement dues to the employee. Upon immediate 

termination of employment by you, you will have to compensate by paying an amount equal to 2 

months’ salary to the Company in lieu of the notice period. 

b. Violation during Notice Period: During notice period you are expected to adhere to all the KPIs 

and perform to the best of your abilities. In the event that the KPIs are not met, the work and 

compensation will be considered null and void during the notice period and the compensation as per 

clause 19.a will have to be paid by you. 

c. Corollary: If during the notice period, you fail to achieve the KPIs – you have an option to move 

to a “Pay per Conversion” model wherein you will be eligible to receive 30% of the revenue 

generated and received on behalf of the company. 

 

20. RETURN OF ASSETS UPON END OF YOUR ENGAGEMENT 
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a. You shall immediately return all computers, software, access cards, work deliverables, 

completed or work in progress and any other Eduinstyn Learning Pvt Ltd provided property upon 

your end of employment. You shall not make any copies of work products or software or retain any 

of Eduinstyn Learning Pvt Ltd assets in your possession after your employment with Eduinstyn 

Learning Pvt Ltd comes to an end. You understand that a breach of this obligation entitles Eduinstyn 

Learning Pvt Ltd to take civil and criminal actions as applicable for recovery of its assets. 

 

21. INTELLECTUAL PROPERTY RIGHTS IN DELIVERABLES 

a. In consideration of your employment, you agree and hereby assign all intellectual property 

rights copyrights, patents, trademarks, design rights or any other proprietary right and moral rights 

assignable to Eduinstyn Learning Pvt Ltd in all deliverables you create in the course of your 

employment including but not limited to software codes, reports, algorithms, analysis etc. 

b. You shall not retain any copies of the same in your personal computer or mail systems. 

c. You understand that intellectual property is a vital asset for Eduinstyn Learning Pvt Ltd and any 

wrongful disclosure or handling of the same shall result in irreparable loss and injury to Eduinstyn 

Learning Pvt Ltd and allow Eduinstyn Learning Pvt Ltd to prosecute a legal action, claim damages or 

injunctions. 

d. You shall not use third party’s proprietary material or their intellectual property without 

appropriate authorizations and licenses to produce your work deliverables for Eduinstyn Learning 

Pvt Ltd. 

 

22. INDEMNIFICATIONS 

a. You understand that breaching actions of yours such as breach of confidentiality, breach of 

applicable laws, breach of data protection obligations, breach of intellectual property rights may 

cause Eduinstyn Learning Pvt Ltd financial, reputational or goodwill loss, hence you shall at all times 

indemnify Eduinstyn Learning Pvt Ltd, its directors, third parties and employees from and against any 

claims, losses or damages arising from your breaches or unlawful activities. 

 

23. NON -SOLICITATION 

a. You shall not directly or indirectly induce, influence, coerce, solicit any of Eduinstyn Learning 

Pvt Ltd’s customers or employees. This restriction applies during your tenure with Eduinstyn 

Learning Pvt Ltd and for a duration of two years after termination of your engagement 

with Eduinstyn Learning Pvt Ltd, regardless of the reason for termination of your engagement 

with Eduinstyn Learning Pvt Ltd. 

 

24. AMENDMENTS 

a. The Company reserves the right to amend the terms and conditions related to employment, 

the policies, the rules, and regulations applicable to employees. Such changes would be 

communicated through internal communication to the employees at large. Such changes shall be 

deemed to be part of your employment conditions. All enclosures herewith are deemed part of your 

employment agreement with the Company. 

 

25. EXCLUSIVE JURISDICTION 

a. Your employment and conditions of employment are exclusively governed by the laws of India 

and the courts of Bangalore shall have the exclusive jurisdiction on any dispute arising on matters 

related to your employment. 

 

26. SEVERABILITY 
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a. If any part of this agreement is held invalid, void, or unenforceable, the remainder of the terms 

shall continue to be fully enforceable minus the portion which is not enforceable. 

 

 

CONFIRMATION OF ACCEPTANCE 

We request you to complete and return a copy of this letter as a token of written 

acceptance of this offer. If we do not receive a written acceptance as above from you within 7 days 

of the date of this letter, we shall assume that you do not wish to take up this offer of employment 

and our offer will lapse automatically. We sincerely hope that you will accept this appointment and 

look forward to having you onboard. 

 

Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 

 

 

ANNEXURE-1 

 
THE CTC PROVIDED BY THE COMPANY WILL BE INR 2,40,000 LPA for 3 months of probation period, 

after probation period the same will be revised to INR 3,00,000 LPA for a period of 3 months 

thereafter. After completion of 6 months in our organization your CTC will be revised to INR 5,00,000 

LPA as fixed component and INR 3,00,000 LPA as the variable component 

 

Subject to deductions for Employee’s contribution to PF, Professional Tax, Income Tax and other 
statutory deductions that may be applicable. • EPFO guidelines for International Worker applicable. • 
Any other relevant Compensation & Benefits related matter shall be governed by the service rules and 

policies in force and applicable from time to time. • As per IT Act, it is mandatory for all individuals 
working in India whose receipts are subject to deduction of tax at source (the deducted) to furnish his/ 

her PAN details to the deductor (Company), failing which the deductor (Company) w.e.f. April 2010 will 

deduct Tax at Source at rates higher than normal as per norms. 
 

Sl no Salary Breakup Total Monthly 

1 Basic Salary     1,20,000.00           10,000.00  

2 Dearness Allowance        36,000.00             3,000.00  

3 House Rent Allowance        60,000.00             5,000.00  

4 Special Allowance        24,000.00             2,000.00  

  Gross Salary     2,40,000.00           20,000.00  

        

1 Professional Tax          2,400.00                200.00  

2 Income tax - TDS                      -                           -    

  Total Deductions          2,400.00                200.00  

        

  Net Salary     2,37,600.00           19,800.00  

 

 
Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 
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Dear KARNAM LAVANYA 

Appointment letter 

Bangalore 

Further to your recent interview, conditional on and subject to no adverse findings arising 

from any of the employee background verification checks, required to be carried out by the 

Organization, I am pleased to offer you the following employment with Eduinstyn Learning Pvt Ltd, 

with a commencement date of 02/14/2022(Month/date/year). Please report to the undersigned 

on 02/14/2022(Month/date/year) will carry an annual CTC of INR 2,40,000/- at 11:00 AM at our 

office address - 675, 9th Main Rd, Sector 7, HSR Layout, Bengaluru, Karnataka based on the terms 

and conditions stated herein. This offer letter upon written acceptance by you shall be deemed as an 

Employment Agreement. 

1. BACKGROUND CHECKS AND REFERENCE CHECKS

a. During the term of your employment, you may also be subject to the same / similar / other

background verification checks being repeated at such intervals as may be determined solely by the 

Company. In the event that there are any adverse findings that arise during the course of or as a 

result of such background verification checks, you may be subject to disciplinary proceedings up to 

and including but not limited to termination of your employment. For the purpose of obtaining your 

present employer’s reference, you agree that your written acceptance will constitute your 

permission to write for reference checks. 

2. PROBATION

a. You will be on probation for a period of 15 days during which your performance shall be

reviewed by the Company. In case of unsatisfactory performance your probation may be ended or 

extended subject to additional conditions. 

b. Upon successful completion of the probation period without any extension you shall be

deemed to have been confirmed in the services of the Company as permanent Employee automatic. 

c. Upon your successful completion of probation period and becoming a regular employee, you

are required to work with us for a minimum tenure of 12 months from the date of confirmation. At 

any point in time if you wish to leave the company due to reasons of your own, you will have to pay 

a compensation amounting to 1 month’s total pay. 

d. NOTE: If you were hired as Trainee/Intern before for a period up to 3 months/6 Months.

The Probationary will be considered as void. 

3. JOB TITLE: Manger-Sales
As a term of your employment from time to time you may be required to undertake such 

other duties as they may be commensurate with the business needs of the Company. 

4. COMPENSATION

a. Your remuneration shall be as per Annexure titled “Annexure-1”.
b. Salary is subject to Income Tax and other statutory deductions and will be paid into a bank

account indicated by you. 

c. You will receive a monthly pay statement detailing gross pay and deductions. Any subsequent

changes to your salary will be highlighted in that statement. 
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d. Periodically your performance will be reviewed. If a performance award (bonus) is applicable,

it will usually be paid subject to your performance appraisal, ratings and company performance and 

other such criteria at payout intervals determined by the Company. 

e. In the event of an Income tax liability or any other tax liability or any statutory charges arising

as a result of your employment with the Company, these will be borne by yourself, and Company 

shall in no event be liable for payment of these taxes or any other charges of this nature for the 

period of your employment or after cessation of your employment with the Company. 

5. SALARY REVISIONS

a. The Company may undertake a periodic review of salaries, and will notify you of any

amendments which are to be applied. Such reviews will take due consideration of, amongst other 

things, inflationary, deflationary, market and other economic pressures impacting the company and 

the staff. 

6. DEDUCTIONS FROM PAY

a. When your employment ends, if the number of annual leaves you have taken exceeds your

entitlement, an appropriate deduction will be made from your full and final payout. 

b. Any leave balance outstanding in your name may be encashed subject to the Leave

encashment Policy applicable. 

c. If you are summarily dismissed, or you leave the Company without giving due notice under

your contract of employment, your entitlement to holiday pay ends with the date of termination. 

7. HOURS OF WORK

a. Your usual working hours shall be 8 hours excluding the breaks. However, you may be required

to put in additional hours as and when there is a business requirement. 

b. The business working days of the Company 6 Days a week. For any Shift working, the Company

shall inform you reasonably in advance. 

8. ADDITIONAL HOURS

a. Subject to your role qualifying for overtime under applicable statutory provisions if occasions

so arise when you may be required to work additional hours beyond normal hours. 

9. LEAVES

a. The Company’s holiday year runs from the first day of January to the last day of December in
the same year. 

b. In a Year, you are entitled to 15 days of earned leave, 6 days of casual leave and 6 days of sick

leave. This should be informed and approved by HR, AVP & VP/Head of the Department 15 days 

prior to the leaves. 

c. Please refer to the detailed Leave Policy upon joining.

d. No salary will be paid for periods of unauthorized absence. Unauthorized absence for a period

of more than 3 days shall result in termination of employment on grounds of abandonment of 

employment. 

e. Subject to conditions prescribed by the law, Maternity Leave for a period of 6 months shall be

available to women employees who have worked for a period of minimum of 80 days. 

10. PLACE OF WORK AND MOBILITY

a. Your usual location of work will be Bangalore. However, you may be required from time to

time to work at or from any office or location of the Company or within different companies 
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affiliated to Eduinstyn Learning Pvt Ltd. A change of your place of residence may be required from 

time to time and you may be transferred from one city to another for the business needs of the 

Company. In case of transfer, your transfer shall be subject to the Relocation Policy. 

 

11. RETIREMENT 

a. Normal retirement in the company is at age 58. Your employment will terminate automatically 

at the end of the month in which your 58th birthday occurs, unless you are otherwise advised by 

individual notice. You may also be retired earlier if found to be medically unfit or suffer any other 

incapacity that may impact on the effective performance of your services. 

 

12. RULES AND REGULATIONS 

a. Eduinstyn Learning Pvt Ltd is a business based on integrity and mutual trust. To maintain and 

safeguard the trust and confidence of customers and the public certain ethical principles and 

standards of conduct have to be maintained. 

b. In addition to any requirement under the Code of Conduct, you are also required as a 

condition of continued employment to disclose to Eduinstyn Learning Pvt Ltd immediately and 

without any delay, any instance of you being arrested or charged or convicted of any criminal 

offence(s) and / or being declared bankrupt during the course of your employment. Failure to 

disclose such information may result in disciplinary proceedings up to and including but not limited 

to termination of employment. 

c. Other specific rules and regulations will be notified by the Company from time to time. 

d. Policies, Code of Conduct, rules, and regulations may be amended from time to time. You are 

required to keep yourself updated on such changes. 

 

13. CONFIDENTIALITY 

a. As a condition of employment, you are required to sign and return the Non-Disclosure 

Agreement in Annexure that pledges confidentiality on all business matters pertaining to Eduinstyn 

Learning Pvt Ltd, its subsidiaries, the company, and its customers. A breach of confidentiality is a 

material breach and may result in disciplinary proceedings including but not limited to injunction, 

termination of employment or claims of damages. 

 

14. PROTECTION OF PERSONAL DATA 

a. Eduinstyn Learning Pvt Ltd adopts industry standard software for maintenance of employee 

and customer data and Personal data of employees and customer data. Such data may be processed 

for human resources administration purposes, including payroll administration, career development, 

performance and health and safety administration and such business and operational needs. 

b. In order to process your personal data, the Company needs your consent. A format of such 

consent is enclosed with this letter. 

c. We request you to read and confirm your consent and return the Consent to us. Access to 

information systems and your personal data will be protected in accordance with our standard 

practices. 

 

15. USE OF SOFTWARE AND SYSTEMS ACCESS 

a. You are required to follow policies, rules and procedures laid down by the Company in this 

letter and those subsequently notified by the Company. 

 

 

16. DATA PROTECTION 
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a. Under the Company’s policies, you have a responsibility to ensure that all personal data, 

confidential information you process or process, is kept protected. Unauthorized disclosure of 

personal data of anyone, yourself, your colleagues, vendors, or customers is a material breach and 

may result in disciplinary action including but not limited to termination of employment and other 

actions as may be necessary under the applicable laws governing data protection. Therefore, you 

must ensure that you do the following in addition to all other guidance regarding data protection 

you may receive from the Company from time to time: 

b. Do not disclose personal data without authority 

c. Do not access information or systems not directly relevant to each task Do not treat personal 

data carelessly 

d. Lock all printouts away when not in use 

e. Do not disclose your computer password to any unauthorized person. 

f. Under the Company’s policies, it is important that the Company’s internal, restricted, or highly 

restricted personal records are maintained as accurately as possible. Hence, you must notify the 

Company in writing of any change in your personal circumstances, such as your address, marital 

status, birth of children, attainment of professional qualifications, and so forth. 

 

17. Performance Improvement Plan 

During this period, you are required to adhere and deliver the KPI (Key performance indicators) 

which will be communicated to you as and when this is being implemented 

 

18. TERMINATION OF YOUR EMPLOYMENT BY THE COMPANY 

a. Post confirmation, you may be terminated on the grounds of misconduct, breach of 

employment terms or policies, breach of laws. 

b. In the event of misconduct, breach of policies, Code of Conduct, involvement in any criminal 

activity of sexual harassment incident or similar such reasons, the notice period of one month shall 

not apply and services may require to be terminated at shorter notice. 

c. Notice of Termination may be handed to you personally, by email or sent to your last recorded 

address. The Company reserves the right to ask that you no longer work at your office location for 

the duration of your notice period in case circumstances so require. 

 

19. TERMINATION OF EMPLOYMENT BY YOU 

a. During probation, you are required to give the company at least one calendar months’ notice 

in writing. Post confirmation, you are required to give the company a minimum of 1 months’ notice 

in writing. Where a notice period as per terms of employment is not served, pay in lieu of notice 

period would be reduced from the final settlement dues to the employee. Upon immediate 

termination of employment by you, you will have to compensate by paying an amount equal to 2 

months’ salary to the Company in lieu of the notice period. 

b. Violation during Notice Period: During notice period you are expected to adhere to all the KPIs 

and perform to the best of your abilities. In the event that the KPIs are not met, the work and 

compensation will be considered null and void during the notice period and the compensation as per 

clause 19.a will have to be paid by you. 

c. Corollary: If during the notice period, you fail to achieve the KPIs – you have an option to move 

to a “Pay per Conversion” model wherein you will be eligible to receive 30% of the revenue 

generated and received on behalf of the company. 

 

20. RETURN OF ASSETS UPON END OF YOUR ENGAGEMENT 
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a. You shall immediately return all computers, software, access cards, work deliverables, 

completed or work in progress and any other Eduinstyn Learning Pvt Ltd provided property upon 

your end of employment. You shall not make any copies of work products or software or retain any 

of Eduinstyn Learning Pvt Ltd assets in your possession after your employment with Eduinstyn 

Learning Pvt Ltd comes to an end. You understand that a breach of this obligation entitles Eduinstyn 

Learning Pvt Ltd to take civil and criminal actions as applicable for recovery of its assets. 

 

21. INTELLECTUAL PROPERTY RIGHTS IN DELIVERABLES 

a. In consideration of your employment, you agree and hereby assign all intellectual property 

rights copyrights, patents, trademarks, design rights or any other proprietary right and moral rights 

assignable to Eduinstyn Learning Pvt Ltd in all deliverables you create in the course of your 

employment including but not limited to software codes, reports, algorithms, analysis etc. 

b. You shall not retain any copies of the same in your personal computer or mail systems. 

c. You understand that intellectual property is a vital asset for Eduinstyn Learning Pvt Ltd and any 

wrongful disclosure or handling of the same shall result in irreparable loss and injury to Eduinstyn 

Learning Pvt Ltd and allow Eduinstyn Learning Pvt Ltd to prosecute a legal action, claim damages or 

injunctions. 

d. You shall not use third party’s proprietary material or their intellectual property without 

appropriate authorizations and licenses to produce your work deliverables for Eduinstyn Learning 

Pvt Ltd. 

 

22. INDEMNIFICATIONS 

a. You understand that breaching actions of yours such as breach of confidentiality, breach of 

applicable laws, breach of data protection obligations, breach of intellectual property rights may 

cause Eduinstyn Learning Pvt Ltd financial, reputational or goodwill loss, hence you shall at all times 

indemnify Eduinstyn Learning Pvt Ltd, its directors, third parties and employees from and against any 

claims, losses or damages arising from your breaches or unlawful activities. 

 

23. NON -SOLICITATION 

a. You shall not directly or indirectly induce, influence, coerce, solicit any of Eduinstyn Learning 

Pvt Ltd’s customers or employees. This restriction applies during your tenure with Eduinstyn 

Learning Pvt Ltd and for a duration of two years after termination of your engagement 

with Eduinstyn Learning Pvt Ltd, regardless of the reason for termination of your engagement 

with Eduinstyn Learning Pvt Ltd. 

 

24. AMENDMENTS 

a. The Company reserves the right to amend the terms and conditions related to employment, 

the policies, the rules, and regulations applicable to employees. Such changes would be 

communicated through internal communication to the employees at large. Such changes shall be 

deemed to be part of your employment conditions. All enclosures herewith are deemed part of your 

employment agreement with the Company. 

 

25. EXCLUSIVE JURISDICTION 

a. Your employment and conditions of employment are exclusively governed by the laws of India 

and the courts of Bangalore shall have the exclusive jurisdiction on any dispute arising on matters 

related to your employment. 

 

26. SEVERABILITY 
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a. If any part of this agreement is held invalid, void, or unenforceable, the remainder of the terms 

shall continue to be fully enforceable minus the portion which is not enforceable. 

 

 

CONFIRMATION OF ACCEPTANCE 

We request you to complete and return a copy of this letter as a token of written 

acceptance of this offer. If we do not receive a written acceptance as above from you within 7 days 

of the date of this letter, we shall assume that you do not wish to take up this offer of employment 

and our offer will lapse automatically. We sincerely hope that you will accept this appointment and 

look forward to having you onboard. 

 

Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 

 

 

ANNEXURE-1 

 
THE CTC PROVIDED BY THE COMPANY WILL BE INR 2,40,000 LPA for 3 months of probation period, 

after probation period the same will be revised to INR 3,00,000 LPA for a period of 3 months 

thereafter. After completion of 6 months in our organization your CTC will be revised to INR 5,00,000 

LPA as fixed component and INR 3,00,000 LPA as the variable component 

 

Subject to deductions for Employee’s contribution to PF, Professional Tax, Income Tax and other 
statutory deductions that may be applicable. • EPFO guidelines for International Worker applicable. • 
Any other relevant Compensation & Benefits related matter shall be governed by the service rules and 

policies in force and applicable from time to time. • As per IT Act, it is mandatory for all individuals 
working in India whose receipts are subject to deduction of tax at source (the deducted) to furnish his/ 

her PAN details to the deductor (Company), failing which the deductor (Company) w.e.f. April 2010 will 

deduct Tax at Source at rates higher than normal as per norms. 
 

Sl no Salary Breakup Total Monthly 

1 Basic Salary     1,20,000.00           10,000.00  

2 Dearness Allowance        36,000.00             3,000.00  

3 House Rent Allowance        60,000.00             5,000.00  

4 Special Allowance        24,000.00             2,000.00  

  Gross Salary     2,40,000.00           20,000.00  

        

1 Professional Tax          2,400.00                200.00  

2 Income tax - TDS                      -                           -    

  Total Deductions          2,400.00                200.00  

        

  Net Salary     2,37,600.00           19,800.00  

 

 
Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 
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Dear SHRAVANAKUMARA H KUSAGURA 

Appointment letter 

Bangalore 

Further to your recent interview, conditional on and subject to no adverse findings arising 

from any of the employee background verification checks, required to be carried out by the 

Organization, I am pleased to offer you the following employment with Eduinstyn Learning Pvt Ltd, 

with a commencement date of 02/14/2022(Month/date/year). Please report to the undersigned 

on 02/14/2022(Month/date/year) will carry an annual CTC of INR 2,40,000/- at 11:00 AM at our 

office address - 675, 9th Main Rd, Sector 7, HSR Layout, Bengaluru, Karnataka based on the terms 

and conditions stated herein. This offer letter upon written acceptance by you shall be deemed as an 

Employment Agreement. 

1. BACKGROUND CHECKS AND REFERENCE CHECKS

a. During the term of your employment, you may also be subject to the same / similar / other

background verification checks being repeated at such intervals as may be determined solely by the 

Company. In the event that there are any adverse findings that arise during the course of or as a 

result of such background verification checks, you may be subject to disciplinary proceedings up to 

and including but not limited to termination of your employment. For the purpose of obtaining your 

present employer’s reference, you agree that your written acceptance will constitute your 

permission to write for reference checks. 

2. PROBATION

a. You will be on probation for a period of 15 days during which your performance shall be

reviewed by the Company. In case of unsatisfactory performance your probation may be ended or 

extended subject to additional conditions. 

b. Upon successful completion of the probation period without any extension you shall be

deemed to have been confirmed in the services of the Company as permanent Employee automatic. 

c. Upon your successful completion of probation period and becoming a regular employee, you

are required to work with us for a minimum tenure of 12 months from the date of confirmation. At 

any point in time if you wish to leave the company due to reasons of your own, you will have to pay 

a compensation amounting to 1 month’s total pay. 

d. NOTE: If you were hired as Trainee/Intern before for a period up to 3 months/6 Months.

The Probationary will be considered as void. 

3. JOB TITLE: Manger-Sales
As a term of your employment from time to time you may be required to undertake such 

other duties as they may be commensurate with the business needs of the Company. 

4. COMPENSATION

a. Your remuneration shall be as per Annexure titled “Annexure-1”.
b. Salary is subject to Income Tax and other statutory deductions and will be paid into a bank

account indicated by you. 

c. You will receive a monthly pay statement detailing gross pay and deductions. Any subsequent

changes to your salary will be highlighted in that statement. 
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d. Periodically your performance will be reviewed. If a performance award (bonus) is applicable,

it will usually be paid subject to your performance appraisal, ratings and company performance and 

other such criteria at payout intervals determined by the Company. 

e. In the event of an Income tax liability or any other tax liability or any statutory charges arising

as a result of your employment with the Company, these will be borne by yourself, and Company 

shall in no event be liable for payment of these taxes or any other charges of this nature for the 

period of your employment or after cessation of your employment with the Company. 

5. SALARY REVISIONS

a. The Company may undertake a periodic review of salaries, and will notify you of any

amendments which are to be applied. Such reviews will take due consideration of, amongst other 

things, inflationary, deflationary, market and other economic pressures impacting the company and 

the staff. 

6. DEDUCTIONS FROM PAY

a. When your employment ends, if the number of annual leaves you have taken exceeds your

entitlement, an appropriate deduction will be made from your full and final payout. 

b. Any leave balance outstanding in your name may be encashed subject to the Leave

encashment Policy applicable. 

c. If you are summarily dismissed, or you leave the Company without giving due notice under

your contract of employment, your entitlement to holiday pay ends with the date of termination. 

7. HOURS OF WORK

a. Your usual working hours shall be 8 hours excluding the breaks. However, you may be required

to put in additional hours as and when there is a business requirement. 

b. The business working days of the Company 6 Days a week. For any Shift working, the Company

shall inform you reasonably in advance. 

8. ADDITIONAL HOURS

a. Subject to your role qualifying for overtime under applicable statutory provisions if occasions

so arise when you may be required to work additional hours beyond normal hours. 

9. LEAVES

a. The Company’s holiday year runs from the first day of January to the last day of December in
the same year. 

b. In a Year, you are entitled to 15 days of earned leave, 6 days of casual leave and 6 days of sick

leave. This should be informed and approved by HR, AVP & VP/Head of the Department 15 days 

prior to the leaves. 

c. Please refer to the detailed Leave Policy upon joining.

d. No salary will be paid for periods of unauthorized absence. Unauthorized absence for a period

of more than 3 days shall result in termination of employment on grounds of abandonment of 

employment. 

e. Subject to conditions prescribed by the law, Maternity Leave for a period of 6 months shall be

available to women employees who have worked for a period of minimum of 80 days. 

10. PLACE OF WORK AND MOBILITY

a. Your usual location of work will be Bangalore. However, you may be required from time to

time to work at or from any office or location of the Company or within different companies 
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affiliated to Eduinstyn Learning Pvt Ltd. A change of your place of residence may be required from 

time to time and you may be transferred from one city to another for the business needs of the 

Company. In case of transfer, your transfer shall be subject to the Relocation Policy. 

 

11. RETIREMENT 

a. Normal retirement in the company is at age 58. Your employment will terminate automatically 

at the end of the month in which your 58th birthday occurs, unless you are otherwise advised by 

individual notice. You may also be retired earlier if found to be medically unfit or suffer any other 

incapacity that may impact on the effective performance of your services. 

 

12. RULES AND REGULATIONS 

a. Eduinstyn Learning Pvt Ltd is a business based on integrity and mutual trust. To maintain and 

safeguard the trust and confidence of customers and the public certain ethical principles and 

standards of conduct have to be maintained. 

b. In addition to any requirement under the Code of Conduct, you are also required as a 

condition of continued employment to disclose to Eduinstyn Learning Pvt Ltd immediately and 

without any delay, any instance of you being arrested or charged or convicted of any criminal 

offence(s) and / or being declared bankrupt during the course of your employment. Failure to 

disclose such information may result in disciplinary proceedings up to and including but not limited 

to termination of employment. 

c. Other specific rules and regulations will be notified by the Company from time to time. 

d. Policies, Code of Conduct, rules, and regulations may be amended from time to time. You are 

required to keep yourself updated on such changes. 

 

13. CONFIDENTIALITY 

a. As a condition of employment, you are required to sign and return the Non-Disclosure 

Agreement in Annexure that pledges confidentiality on all business matters pertaining to Eduinstyn 

Learning Pvt Ltd, its subsidiaries, the company, and its customers. A breach of confidentiality is a 

material breach and may result in disciplinary proceedings including but not limited to injunction, 

termination of employment or claims of damages. 

 

14. PROTECTION OF PERSONAL DATA 

a. Eduinstyn Learning Pvt Ltd adopts industry standard software for maintenance of employee 

and customer data and Personal data of employees and customer data. Such data may be processed 

for human resources administration purposes, including payroll administration, career development, 

performance and health and safety administration and such business and operational needs. 

b. In order to process your personal data, the Company needs your consent. A format of such 

consent is enclosed with this letter. 

c. We request you to read and confirm your consent and return the Consent to us. Access to 

information systems and your personal data will be protected in accordance with our standard 

practices. 

 

15. USE OF SOFTWARE AND SYSTEMS ACCESS 

a. You are required to follow policies, rules and procedures laid down by the Company in this 

letter and those subsequently notified by the Company. 

 

 

16. DATA PROTECTION 
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a. Under the Company’s policies, you have a responsibility to ensure that all personal data, 

confidential information you process or process, is kept protected. Unauthorized disclosure of 

personal data of anyone, yourself, your colleagues, vendors, or customers is a material breach and 

may result in disciplinary action including but not limited to termination of employment and other 

actions as may be necessary under the applicable laws governing data protection. Therefore, you 

must ensure that you do the following in addition to all other guidance regarding data protection 

you may receive from the Company from time to time: 

b. Do not disclose personal data without authority 

c. Do not access information or systems not directly relevant to each task Do not treat personal 

data carelessly 

d. Lock all printouts away when not in use 

e. Do not disclose your computer password to any unauthorized person. 

f. Under the Company’s policies, it is important that the Company’s internal, restricted, or highly 

restricted personal records are maintained as accurately as possible. Hence, you must notify the 

Company in writing of any change in your personal circumstances, such as your address, marital 

status, birth of children, attainment of professional qualifications, and so forth. 

 

17. Performance Improvement Plan 

During this period, you are required to adhere and deliver the KPI (Key performance indicators) 

which will be communicated to you as and when this is being implemented 

 

18. TERMINATION OF YOUR EMPLOYMENT BY THE COMPANY 

a. Post confirmation, you may be terminated on the grounds of misconduct, breach of 

employment terms or policies, breach of laws. 

b. In the event of misconduct, breach of policies, Code of Conduct, involvement in any criminal 

activity of sexual harassment incident or similar such reasons, the notice period of one month shall 

not apply and services may require to be terminated at shorter notice. 

c. Notice of Termination may be handed to you personally, by email or sent to your last recorded 

address. The Company reserves the right to ask that you no longer work at your office location for 

the duration of your notice period in case circumstances so require. 

 

19. TERMINATION OF EMPLOYMENT BY YOU 

a. During probation, you are required to give the company at least one calendar months’ notice 

in writing. Post confirmation, you are required to give the company a minimum of 1 months’ notice 

in writing. Where a notice period as per terms of employment is not served, pay in lieu of notice 

period would be reduced from the final settlement dues to the employee. Upon immediate 

termination of employment by you, you will have to compensate by paying an amount equal to 2 

months’ salary to the Company in lieu of the notice period. 

b. Violation during Notice Period: During notice period you are expected to adhere to all the KPIs 

and perform to the best of your abilities. In the event that the KPIs are not met, the work and 

compensation will be considered null and void during the notice period and the compensation as per 

clause 19.a will have to be paid by you. 

c. Corollary: If during the notice period, you fail to achieve the KPIs – you have an option to move 

to a “Pay per Conversion” model wherein you will be eligible to receive 30% of the revenue 

generated and received on behalf of the company. 

 

20. RETURN OF ASSETS UPON END OF YOUR ENGAGEMENT 
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a. You shall immediately return all computers, software, access cards, work deliverables, 

completed or work in progress and any other Eduinstyn Learning Pvt Ltd provided property upon 

your end of employment. You shall not make any copies of work products or software or retain any 

of Eduinstyn Learning Pvt Ltd assets in your possession after your employment with Eduinstyn 

Learning Pvt Ltd comes to an end. You understand that a breach of this obligation entitles Eduinstyn 

Learning Pvt Ltd to take civil and criminal actions as applicable for recovery of its assets. 

 

21. INTELLECTUAL PROPERTY RIGHTS IN DELIVERABLES 

a. In consideration of your employment, you agree and hereby assign all intellectual property 

rights copyrights, patents, trademarks, design rights or any other proprietary right and moral rights 

assignable to Eduinstyn Learning Pvt Ltd in all deliverables you create in the course of your 

employment including but not limited to software codes, reports, algorithms, analysis etc. 

b. You shall not retain any copies of the same in your personal computer or mail systems. 

c. You understand that intellectual property is a vital asset for Eduinstyn Learning Pvt Ltd and any 

wrongful disclosure or handling of the same shall result in irreparable loss and injury to Eduinstyn 

Learning Pvt Ltd and allow Eduinstyn Learning Pvt Ltd to prosecute a legal action, claim damages or 

injunctions. 

d. You shall not use third party’s proprietary material or their intellectual property without 

appropriate authorizations and licenses to produce your work deliverables for Eduinstyn Learning 

Pvt Ltd. 

 

22. INDEMNIFICATIONS 

a. You understand that breaching actions of yours such as breach of confidentiality, breach of 

applicable laws, breach of data protection obligations, breach of intellectual property rights may 

cause Eduinstyn Learning Pvt Ltd financial, reputational or goodwill loss, hence you shall at all times 

indemnify Eduinstyn Learning Pvt Ltd, its directors, third parties and employees from and against any 

claims, losses or damages arising from your breaches or unlawful activities. 

 

23. NON -SOLICITATION 

a. You shall not directly or indirectly induce, influence, coerce, solicit any of Eduinstyn Learning 

Pvt Ltd’s customers or employees. This restriction applies during your tenure with Eduinstyn 

Learning Pvt Ltd and for a duration of two years after termination of your engagement 

with Eduinstyn Learning Pvt Ltd, regardless of the reason for termination of your engagement 

with Eduinstyn Learning Pvt Ltd. 

 

24. AMENDMENTS 

a. The Company reserves the right to amend the terms and conditions related to employment, 

the policies, the rules, and regulations applicable to employees. Such changes would be 

communicated through internal communication to the employees at large. Such changes shall be 

deemed to be part of your employment conditions. All enclosures herewith are deemed part of your 

employment agreement with the Company. 

 

25. EXCLUSIVE JURISDICTION 

a. Your employment and conditions of employment are exclusively governed by the laws of India 

and the courts of Bangalore shall have the exclusive jurisdiction on any dispute arising on matters 

related to your employment. 

 

26. SEVERABILITY 
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a. If any part of this agreement is held invalid, void, or unenforceable, the remainder of the terms 

shall continue to be fully enforceable minus the portion which is not enforceable. 

 

 

CONFIRMATION OF ACCEPTANCE 

We request you to complete and return a copy of this letter as a token of written 

acceptance of this offer. If we do not receive a written acceptance as above from you within 7 days 

of the date of this letter, we shall assume that you do not wish to take up this offer of employment 

and our offer will lapse automatically. We sincerely hope that you will accept this appointment and 

look forward to having you onboard. 

 

Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 

 

 

ANNEXURE-1 

 
THE CTC PROVIDED BY THE COMPANY WILL BE INR 2,40,000 LPA for 3 months of probation period, 

after probation period the same will be revised to INR 3,00,000 LPA for a period of 3 months 

thereafter. After completion of 6 months in our organization your CTC will be revised to INR 5,00,000 

LPA as fixed component and INR 3,00,000 LPA as the variable component 

 

Subject to deductions for Employee’s contribution to PF, Professional Tax, Income Tax and other 
statutory deductions that may be applicable. • EPFO guidelines for International Worker applicable. • 
Any other relevant Compensation & Benefits related matter shall be governed by the service rules and 

policies in force and applicable from time to time. • As per IT Act, it is mandatory for all individuals 
working in India whose receipts are subject to deduction of tax at source (the deducted) to furnish his/ 

her PAN details to the deductor (Company), failing which the deductor (Company) w.e.f. April 2010 will 

deduct Tax at Source at rates higher than normal as per norms. 
 

Sl no Salary Breakup Total Monthly 

1 Basic Salary     1,20,000.00           10,000.00  

2 Dearness Allowance        36,000.00             3,000.00  

3 House Rent Allowance        60,000.00             5,000.00  

4 Special Allowance        24,000.00             2,000.00  

  Gross Salary     2,40,000.00           20,000.00  

        

1 Professional Tax          2,400.00                200.00  

2 Income tax - TDS                      -                           -    

  Total Deductions          2,400.00                200.00  

        

  Net Salary     2,37,600.00           19,800.00  

 

 
Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 
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Dear SHREYAS D A 

Appointment letter 

Bangalore 

Further to your recent interview, conditional on and subject to no adverse findings arising 

from any of the employee background verification checks, required to be carried out by the 

Organization, I am pleased to offer you the following employment with Eduinstyn Learning Pvt Ltd, 

with a commencement date of 02/14/2022(Month/date/year). Please report to the undersigned 

on 02/14/2022(Month/date/year) will carry an annual CTC of INR 2,40,000/- at 11:00 AM at our 

office address - 675, 9th Main Rd, Sector 7, HSR Layout, Bengaluru, Karnataka based on the terms 

and conditions stated herein. This offer letter upon written acceptance by you shall be deemed as an 

Employment Agreement. 

1. BACKGROUND CHECKS AND REFERENCE CHECKS

a. During the term of your employment, you may also be subject to the same / similar / other

background verification checks being repeated at such intervals as may be determined solely by the 

Company. In the event that there are any adverse findings that arise during the course of or as a 

result of such background verification checks, you may be subject to disciplinary proceedings up to 

and including but not limited to termination of your employment. For the purpose of obtaining your 

present employer’s reference, you agree that your written acceptance will constitute your 

permission to write for reference checks. 

2. PROBATION

a. You will be on probation for a period of 15 days during which your performance shall be

reviewed by the Company. In case of unsatisfactory performance your probation may be ended or 

extended subject to additional conditions. 

b. Upon successful completion of the probation period without any extension you shall be

deemed to have been confirmed in the services of the Company as permanent Employee automatic. 

c. Upon your successful completion of probation period and becoming a regular employee, you

are required to work with us for a minimum tenure of 12 months from the date of confirmation. At 

any point in time if you wish to leave the company due to reasons of your own, you will have to pay 

a compensation amounting to 1 month’s total pay. 

d. NOTE: If you were hired as Trainee/Intern before for a period up to 3 months/6 Months.

The Probationary will be considered as void. 

3. JOB TITLE: Manger-Sales
As a term of your employment from time to time you may be required to undertake such 

other duties as they may be commensurate with the business needs of the Company. 

4. COMPENSATION

a. Your remuneration shall be as per Annexure titled “Annexure-1”.
b. Salary is subject to Income Tax and other statutory deductions and will be paid into a bank

account indicated by you. 

c. You will receive a monthly pay statement detailing gross pay and deductions. Any subsequent

changes to your salary will be highlighted in that statement. 
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d. Periodically your performance will be reviewed. If a performance award (bonus) is applicable,

it will usually be paid subject to your performance appraisal, ratings and company performance and 

other such criteria at payout intervals determined by the Company. 

e. In the event of an Income tax liability or any other tax liability or any statutory charges arising

as a result of your employment with the Company, these will be borne by yourself, and Company 

shall in no event be liable for payment of these taxes or any other charges of this nature for the 

period of your employment or after cessation of your employment with the Company. 

5. SALARY REVISIONS

a. The Company may undertake a periodic review of salaries, and will notify you of any

amendments which are to be applied. Such reviews will take due consideration of, amongst other 

things, inflationary, deflationary, market and other economic pressures impacting the company and 

the staff. 

6. DEDUCTIONS FROM PAY

a. When your employment ends, if the number of annual leaves you have taken exceeds your

entitlement, an appropriate deduction will be made from your full and final payout. 

b. Any leave balance outstanding in your name may be encashed subject to the Leave

encashment Policy applicable. 

c. If you are summarily dismissed, or you leave the Company without giving due notice under

your contract of employment, your entitlement to holiday pay ends with the date of termination. 

7. HOURS OF WORK

a. Your usual working hours shall be 8 hours excluding the breaks. However, you may be required

to put in additional hours as and when there is a business requirement. 

b. The business working days of the Company 6 Days a week. For any Shift working, the Company

shall inform you reasonably in advance. 

8. ADDITIONAL HOURS

a. Subject to your role qualifying for overtime under applicable statutory provisions if occasions

so arise when you may be required to work additional hours beyond normal hours. 

9. LEAVES

a. The Company’s holiday year runs from the first day of January to the last day of December in
the same year. 

b. In a Year, you are entitled to 15 days of earned leave, 6 days of casual leave and 6 days of sick

leave. This should be informed and approved by HR, AVP & VP/Head of the Department 15 days 

prior to the leaves. 

c. Please refer to the detailed Leave Policy upon joining.

d. No salary will be paid for periods of unauthorized absence. Unauthorized absence for a period

of more than 3 days shall result in termination of employment on grounds of abandonment of 

employment. 

e. Subject to conditions prescribed by the law, Maternity Leave for a period of 6 months shall be

available to women employees who have worked for a period of minimum of 80 days. 

10. PLACE OF WORK AND MOBILITY

a. Your usual location of work will be Bangalore. However, you may be required from time to

time to work at or from any office or location of the Company or within different companies 
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affiliated to Eduinstyn Learning Pvt Ltd. A change of your place of residence may be required from 

time to time and you may be transferred from one city to another for the business needs of the 

Company. In case of transfer, your transfer shall be subject to the Relocation Policy. 

 

11. RETIREMENT 

a. Normal retirement in the company is at age 58. Your employment will terminate automatically 

at the end of the month in which your 58th birthday occurs, unless you are otherwise advised by 

individual notice. You may also be retired earlier if found to be medically unfit or suffer any other 

incapacity that may impact on the effective performance of your services. 

 

12. RULES AND REGULATIONS 

a. Eduinstyn Learning Pvt Ltd is a business based on integrity and mutual trust. To maintain and 

safeguard the trust and confidence of customers and the public certain ethical principles and 

standards of conduct have to be maintained. 

b. In addition to any requirement under the Code of Conduct, you are also required as a 

condition of continued employment to disclose to Eduinstyn Learning Pvt Ltd immediately and 

without any delay, any instance of you being arrested or charged or convicted of any criminal 

offence(s) and / or being declared bankrupt during the course of your employment. Failure to 

disclose such information may result in disciplinary proceedings up to and including but not limited 

to termination of employment. 

c. Other specific rules and regulations will be notified by the Company from time to time. 

d. Policies, Code of Conduct, rules, and regulations may be amended from time to time. You are 

required to keep yourself updated on such changes. 

 

13. CONFIDENTIALITY 

a. As a condition of employment, you are required to sign and return the Non-Disclosure 

Agreement in Annexure that pledges confidentiality on all business matters pertaining to Eduinstyn 

Learning Pvt Ltd, its subsidiaries, the company, and its customers. A breach of confidentiality is a 

material breach and may result in disciplinary proceedings including but not limited to injunction, 

termination of employment or claims of damages. 

 

14. PROTECTION OF PERSONAL DATA 

a. Eduinstyn Learning Pvt Ltd adopts industry standard software for maintenance of employee 

and customer data and Personal data of employees and customer data. Such data may be processed 

for human resources administration purposes, including payroll administration, career development, 

performance and health and safety administration and such business and operational needs. 

b. In order to process your personal data, the Company needs your consent. A format of such 

consent is enclosed with this letter. 

c. We request you to read and confirm your consent and return the Consent to us. Access to 

information systems and your personal data will be protected in accordance with our standard 

practices. 

 

15. USE OF SOFTWARE AND SYSTEMS ACCESS 

a. You are required to follow policies, rules and procedures laid down by the Company in this 

letter and those subsequently notified by the Company. 

 

 

16. DATA PROTECTION 
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a. Under the Company’s policies, you have a responsibility to ensure that all personal data, 

confidential information you process or process, is kept protected. Unauthorized disclosure of 

personal data of anyone, yourself, your colleagues, vendors, or customers is a material breach and 

may result in disciplinary action including but not limited to termination of employment and other 

actions as may be necessary under the applicable laws governing data protection. Therefore, you 

must ensure that you do the following in addition to all other guidance regarding data protection 

you may receive from the Company from time to time: 

b. Do not disclose personal data without authority 

c. Do not access information or systems not directly relevant to each task Do not treat personal 

data carelessly 

d. Lock all printouts away when not in use 

e. Do not disclose your computer password to any unauthorized person. 

f. Under the Company’s policies, it is important that the Company’s internal, restricted, or highly 

restricted personal records are maintained as accurately as possible. Hence, you must notify the 

Company in writing of any change in your personal circumstances, such as your address, marital 

status, birth of children, attainment of professional qualifications, and so forth. 

 

17. Performance Improvement Plan 

During this period, you are required to adhere and deliver the KPI (Key performance indicators) 

which will be communicated to you as and when this is being implemented 

 

18. TERMINATION OF YOUR EMPLOYMENT BY THE COMPANY 

a. Post confirmation, you may be terminated on the grounds of misconduct, breach of 

employment terms or policies, breach of laws. 

b. In the event of misconduct, breach of policies, Code of Conduct, involvement in any criminal 

activity of sexual harassment incident or similar such reasons, the notice period of one month shall 

not apply and services may require to be terminated at shorter notice. 

c. Notice of Termination may be handed to you personally, by email or sent to your last recorded 

address. The Company reserves the right to ask that you no longer work at your office location for 

the duration of your notice period in case circumstances so require. 

 

19. TERMINATION OF EMPLOYMENT BY YOU 

a. During probation, you are required to give the company at least one calendar months’ notice 

in writing. Post confirmation, you are required to give the company a minimum of 1 months’ notice 

in writing. Where a notice period as per terms of employment is not served, pay in lieu of notice 

period would be reduced from the final settlement dues to the employee. Upon immediate 

termination of employment by you, you will have to compensate by paying an amount equal to 2 

months’ salary to the Company in lieu of the notice period. 

b. Violation during Notice Period: During notice period you are expected to adhere to all the KPIs 

and perform to the best of your abilities. In the event that the KPIs are not met, the work and 

compensation will be considered null and void during the notice period and the compensation as per 

clause 19.a will have to be paid by you. 

c. Corollary: If during the notice period, you fail to achieve the KPIs – you have an option to move 

to a “Pay per Conversion” model wherein you will be eligible to receive 30% of the revenue 

generated and received on behalf of the company. 

 

20. RETURN OF ASSETS UPON END OF YOUR ENGAGEMENT 
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a. You shall immediately return all computers, software, access cards, work deliverables, 

completed or work in progress and any other Eduinstyn Learning Pvt Ltd provided property upon 

your end of employment. You shall not make any copies of work products or software or retain any 

of Eduinstyn Learning Pvt Ltd assets in your possession after your employment with Eduinstyn 

Learning Pvt Ltd comes to an end. You understand that a breach of this obligation entitles Eduinstyn 

Learning Pvt Ltd to take civil and criminal actions as applicable for recovery of its assets. 

 

21. INTELLECTUAL PROPERTY RIGHTS IN DELIVERABLES 

a. In consideration of your employment, you agree and hereby assign all intellectual property 

rights copyrights, patents, trademarks, design rights or any other proprietary right and moral rights 

assignable to Eduinstyn Learning Pvt Ltd in all deliverables you create in the course of your 

employment including but not limited to software codes, reports, algorithms, analysis etc. 

b. You shall not retain any copies of the same in your personal computer or mail systems. 

c. You understand that intellectual property is a vital asset for Eduinstyn Learning Pvt Ltd and any 

wrongful disclosure or handling of the same shall result in irreparable loss and injury to Eduinstyn 

Learning Pvt Ltd and allow Eduinstyn Learning Pvt Ltd to prosecute a legal action, claim damages or 

injunctions. 

d. You shall not use third party’s proprietary material or their intellectual property without 

appropriate authorizations and licenses to produce your work deliverables for Eduinstyn Learning 

Pvt Ltd. 

 

22. INDEMNIFICATIONS 

a. You understand that breaching actions of yours such as breach of confidentiality, breach of 

applicable laws, breach of data protection obligations, breach of intellectual property rights may 

cause Eduinstyn Learning Pvt Ltd financial, reputational or goodwill loss, hence you shall at all times 

indemnify Eduinstyn Learning Pvt Ltd, its directors, third parties and employees from and against any 

claims, losses or damages arising from your breaches or unlawful activities. 

 

23. NON -SOLICITATION 

a. You shall not directly or indirectly induce, influence, coerce, solicit any of Eduinstyn Learning 

Pvt Ltd’s customers or employees. This restriction applies during your tenure with Eduinstyn 

Learning Pvt Ltd and for a duration of two years after termination of your engagement 

with Eduinstyn Learning Pvt Ltd, regardless of the reason for termination of your engagement 

with Eduinstyn Learning Pvt Ltd. 

 

24. AMENDMENTS 

a. The Company reserves the right to amend the terms and conditions related to employment, 

the policies, the rules, and regulations applicable to employees. Such changes would be 

communicated through internal communication to the employees at large. Such changes shall be 

deemed to be part of your employment conditions. All enclosures herewith are deemed part of your 

employment agreement with the Company. 

 

25. EXCLUSIVE JURISDICTION 

a. Your employment and conditions of employment are exclusively governed by the laws of India 

and the courts of Bangalore shall have the exclusive jurisdiction on any dispute arising on matters 

related to your employment. 

 

26. SEVERABILITY 
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a. If any part of this agreement is held invalid, void, or unenforceable, the remainder of the terms 

shall continue to be fully enforceable minus the portion which is not enforceable. 

 

 

CONFIRMATION OF ACCEPTANCE 

We request you to complete and return a copy of this letter as a token of written 

acceptance of this offer. If we do not receive a written acceptance as above from you within 7 days 

of the date of this letter, we shall assume that you do not wish to take up this offer of employment 

and our offer will lapse automatically. We sincerely hope that you will accept this appointment and 

look forward to having you onboard. 

 

Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 

 

 

ANNEXURE-1 

 
THE CTC PROVIDED BY THE COMPANY WILL BE INR 2,40,000 LPA for 3 months of probation period, 

after probation period the same will be revised to INR 3,00,000 LPA for a period of 3 months 

thereafter. After completion of 6 months in our organization your CTC will be revised to INR 5,00,000 

LPA as fixed component and INR 3,00,000 LPA as the variable component 

 

Subject to deductions for Employee’s contribution to PF, Professional Tax, Income Tax and other 
statutory deductions that may be applicable. • EPFO guidelines for International Worker applicable. • 
Any other relevant Compensation & Benefits related matter shall be governed by the service rules and 

policies in force and applicable from time to time. • As per IT Act, it is mandatory for all individuals 
working in India whose receipts are subject to deduction of tax at source (the deducted) to furnish his/ 

her PAN details to the deductor (Company), failing which the deductor (Company) w.e.f. April 2010 will 

deduct Tax at Source at rates higher than normal as per norms. 
 

Sl no Salary Breakup Total Monthly 

1 Basic Salary     1,20,000.00           10,000.00  

2 Dearness Allowance        36,000.00             3,000.00  

3 House Rent Allowance        60,000.00             5,000.00  

4 Special Allowance        24,000.00             2,000.00  

  Gross Salary     2,40,000.00           20,000.00  

        

1 Professional Tax          2,400.00                200.00  

2 Income tax - TDS                      -                           -    

  Total Deductions          2,400.00                200.00  

        

  Net Salary     2,37,600.00           19,800.00  

 

 
Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 
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Dear DIPTI 

Appointment letter 

Bangalore 

Further to your recent interview, conditional on and subject to no adverse findings arising 

from any of the employee background verification checks, required to be carried out by the 

Organization, I am pleased to offer you the following employment with Eduinstyn Learning Pvt Ltd, 

with a commencement date of 02/14/2022(Month/date/year). Please report to the undersigned 

on 02/14/2022(Month/date/year) will carry an annual CTC of INR 2,40,000/- at 11:00 AM at our 

office address - 675, 9th Main Rd, Sector 7, HSR Layout, Bengaluru, Karnataka based on the terms 

and conditions stated herein. This offer letter upon written acceptance by you shall be deemed as an 

Employment Agreement. 

1. BACKGROUND CHECKS AND REFERENCE CHECKS

a. During the term of your employment, you may also be subject to the same / similar / other

background verification checks being repeated at such intervals as may be determined solely by the 

Company. In the event that there are any adverse findings that arise during the course of or as a 

result of such background verification checks, you may be subject to disciplinary proceedings up to 

and including but not limited to termination of your employment. For the purpose of obtaining your 

present employer’s reference, you agree that your written acceptance will constitute your 

permission to write for reference checks. 

2. PROBATION

a. You will be on probation for a period of 15 days during which your performance shall be

reviewed by the Company. In case of unsatisfactory performance your probation may be ended or 

extended subject to additional conditions. 

b. Upon successful completion of the probation period without any extension you shall be

deemed to have been confirmed in the services of the Company as permanent Employee automatic. 

c. Upon your successful completion of probation period and becoming a regular employee, you

are required to work with us for a minimum tenure of 12 months from the date of confirmation. At 

any point in time if you wish to leave the company due to reasons of your own, you will have to pay 

a compensation amounting to 1 month’s total pay. 

d. NOTE: If you were hired as Trainee/Intern before for a period up to 3 months/6 Months.

The Probationary will be considered as void. 

3. JOB TITLE: Manger-Sales
As a term of your employment from time to time you may be required to undertake such 

other duties as they may be commensurate with the business needs of the Company. 

4. COMPENSATION

a. Your remuneration shall be as per Annexure titled “Annexure-1”.
b. Salary is subject to Income Tax and other statutory deductions and will be paid into a bank

account indicated by you. 

c. You will receive a monthly pay statement detailing gross pay and deductions. Any subsequent

changes to your salary will be highlighted in that statement. 
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d. Periodically your performance will be reviewed. If a performance award (bonus) is applicable,

it will usually be paid subject to your performance appraisal, ratings and company performance and 

other such criteria at payout intervals determined by the Company. 

e. In the event of an Income tax liability or any other tax liability or any statutory charges arising

as a result of your employment with the Company, these will be borne by yourself, and Company 

shall in no event be liable for payment of these taxes or any other charges of this nature for the 

period of your employment or after cessation of your employment with the Company. 

5. SALARY REVISIONS

a. The Company may undertake a periodic review of salaries, and will notify you of any

amendments which are to be applied. Such reviews will take due consideration of, amongst other 

things, inflationary, deflationary, market and other economic pressures impacting the company and 

the staff. 

6. DEDUCTIONS FROM PAY

a. When your employment ends, if the number of annual leaves you have taken exceeds your

entitlement, an appropriate deduction will be made from your full and final payout. 

b. Any leave balance outstanding in your name may be encashed subject to the Leave

encashment Policy applicable. 

c. If you are summarily dismissed, or you leave the Company without giving due notice under

your contract of employment, your entitlement to holiday pay ends with the date of termination. 

7. HOURS OF WORK

a. Your usual working hours shall be 8 hours excluding the breaks. However, you may be required

to put in additional hours as and when there is a business requirement. 

b. The business working days of the Company 6 Days a week. For any Shift working, the Company

shall inform you reasonably in advance. 

8. ADDITIONAL HOURS

a. Subject to your role qualifying for overtime under applicable statutory provisions if occasions

so arise when you may be required to work additional hours beyond normal hours. 

9. LEAVES

a. The Company’s holiday year runs from the first day of January to the last day of December in
the same year. 

b. In a Year, you are entitled to 15 days of earned leave, 6 days of casual leave and 6 days of sick

leave. This should be informed and approved by HR, AVP & VP/Head of the Department 15 days 

prior to the leaves. 

c. Please refer to the detailed Leave Policy upon joining.

d. No salary will be paid for periods of unauthorized absence. Unauthorized absence for a period

of more than 3 days shall result in termination of employment on grounds of abandonment of 

employment. 

e. Subject to conditions prescribed by the law, Maternity Leave for a period of 6 months shall be

available to women employees who have worked for a period of minimum of 80 days. 

10. PLACE OF WORK AND MOBILITY

a. Your usual location of work will be Bangalore. However, you may be required from time to

time to work at or from any office or location of the Company or within different companies 
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affiliated to Eduinstyn Learning Pvt Ltd. A change of your place of residence may be required from 

time to time and you may be transferred from one city to another for the business needs of the 

Company. In case of transfer, your transfer shall be subject to the Relocation Policy. 

 

11. RETIREMENT 

a. Normal retirement in the company is at age 58. Your employment will terminate automatically 

at the end of the month in which your 58th birthday occurs, unless you are otherwise advised by 

individual notice. You may also be retired earlier if found to be medically unfit or suffer any other 

incapacity that may impact on the effective performance of your services. 

 

12. RULES AND REGULATIONS 

a. Eduinstyn Learning Pvt Ltd is a business based on integrity and mutual trust. To maintain and 

safeguard the trust and confidence of customers and the public certain ethical principles and 

standards of conduct have to be maintained. 

b. In addition to any requirement under the Code of Conduct, you are also required as a 

condition of continued employment to disclose to Eduinstyn Learning Pvt Ltd immediately and 

without any delay, any instance of you being arrested or charged or convicted of any criminal 

offence(s) and / or being declared bankrupt during the course of your employment. Failure to 

disclose such information may result in disciplinary proceedings up to and including but not limited 

to termination of employment. 

c. Other specific rules and regulations will be notified by the Company from time to time. 

d. Policies, Code of Conduct, rules, and regulations may be amended from time to time. You are 

required to keep yourself updated on such changes. 

 

13. CONFIDENTIALITY 

a. As a condition of employment, you are required to sign and return the Non-Disclosure 

Agreement in Annexure that pledges confidentiality on all business matters pertaining to Eduinstyn 

Learning Pvt Ltd, its subsidiaries, the company, and its customers. A breach of confidentiality is a 

material breach and may result in disciplinary proceedings including but not limited to injunction, 

termination of employment or claims of damages. 

 

14. PROTECTION OF PERSONAL DATA 

a. Eduinstyn Learning Pvt Ltd adopts industry standard software for maintenance of employee 

and customer data and Personal data of employees and customer data. Such data may be processed 

for human resources administration purposes, including payroll administration, career development, 

performance and health and safety administration and such business and operational needs. 

b. In order to process your personal data, the Company needs your consent. A format of such 

consent is enclosed with this letter. 

c. We request you to read and confirm your consent and return the Consent to us. Access to 

information systems and your personal data will be protected in accordance with our standard 

practices. 

 

15. USE OF SOFTWARE AND SYSTEMS ACCESS 

a. You are required to follow policies, rules and procedures laid down by the Company in this 

letter and those subsequently notified by the Company. 

 

 

16. DATA PROTECTION 
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a. Under the Company’s policies, you have a responsibility to ensure that all personal data, 

confidential information you process or process, is kept protected. Unauthorized disclosure of 

personal data of anyone, yourself, your colleagues, vendors, or customers is a material breach and 

may result in disciplinary action including but not limited to termination of employment and other 

actions as may be necessary under the applicable laws governing data protection. Therefore, you 

must ensure that you do the following in addition to all other guidance regarding data protection 

you may receive from the Company from time to time: 

b. Do not disclose personal data without authority 

c. Do not access information or systems not directly relevant to each task Do not treat personal 

data carelessly 

d. Lock all printouts away when not in use 

e. Do not disclose your computer password to any unauthorized person. 

f. Under the Company’s policies, it is important that the Company’s internal, restricted, or highly 

restricted personal records are maintained as accurately as possible. Hence, you must notify the 

Company in writing of any change in your personal circumstances, such as your address, marital 

status, birth of children, attainment of professional qualifications, and so forth. 

 

17. Performance Improvement Plan 

During this period, you are required to adhere and deliver the KPI (Key performance indicators) 

which will be communicated to you as and when this is being implemented 

 

18. TERMINATION OF YOUR EMPLOYMENT BY THE COMPANY 

a. Post confirmation, you may be terminated on the grounds of misconduct, breach of 

employment terms or policies, breach of laws. 

b. In the event of misconduct, breach of policies, Code of Conduct, involvement in any criminal 

activity of sexual harassment incident or similar such reasons, the notice period of one month shall 

not apply and services may require to be terminated at shorter notice. 

c. Notice of Termination may be handed to you personally, by email or sent to your last recorded 

address. The Company reserves the right to ask that you no longer work at your office location for 

the duration of your notice period in case circumstances so require. 

 

19. TERMINATION OF EMPLOYMENT BY YOU 

a. During probation, you are required to give the company at least one calendar months’ notice 

in writing. Post confirmation, you are required to give the company a minimum of 1 months’ notice 

in writing. Where a notice period as per terms of employment is not served, pay in lieu of notice 

period would be reduced from the final settlement dues to the employee. Upon immediate 

termination of employment by you, you will have to compensate by paying an amount equal to 2 

months’ salary to the Company in lieu of the notice period. 

b. Violation during Notice Period: During notice period you are expected to adhere to all the KPIs 

and perform to the best of your abilities. In the event that the KPIs are not met, the work and 

compensation will be considered null and void during the notice period and the compensation as per 

clause 19.a will have to be paid by you. 

c. Corollary: If during the notice period, you fail to achieve the KPIs – you have an option to move 

to a “Pay per Conversion” model wherein you will be eligible to receive 30% of the revenue 

generated and received on behalf of the company. 

 

20. RETURN OF ASSETS UPON END OF YOUR ENGAGEMENT 

mailto:study@instyn.school


EduInstyn Learning Pvt Ltd 

675, 9th Main Rd, Sector 7 

HSR Layout, Bengaluru, 

Karnataka 560068 

CIN: U80902KA2022PTC156854 

PAN: AAGCE8604F 

study@instyn.school 

 

 

a. You shall immediately return all computers, software, access cards, work deliverables, 

completed or work in progress and any other Eduinstyn Learning Pvt Ltd provided property upon 

your end of employment. You shall not make any copies of work products or software or retain any 

of Eduinstyn Learning Pvt Ltd assets in your possession after your employment with Eduinstyn 

Learning Pvt Ltd comes to an end. You understand that a breach of this obligation entitles Eduinstyn 

Learning Pvt Ltd to take civil and criminal actions as applicable for recovery of its assets. 

 

21. INTELLECTUAL PROPERTY RIGHTS IN DELIVERABLES 

a. In consideration of your employment, you agree and hereby assign all intellectual property 

rights copyrights, patents, trademarks, design rights or any other proprietary right and moral rights 

assignable to Eduinstyn Learning Pvt Ltd in all deliverables you create in the course of your 

employment including but not limited to software codes, reports, algorithms, analysis etc. 

b. You shall not retain any copies of the same in your personal computer or mail systems. 

c. You understand that intellectual property is a vital asset for Eduinstyn Learning Pvt Ltd and any 

wrongful disclosure or handling of the same shall result in irreparable loss and injury to Eduinstyn 

Learning Pvt Ltd and allow Eduinstyn Learning Pvt Ltd to prosecute a legal action, claim damages or 

injunctions. 

d. You shall not use third party’s proprietary material or their intellectual property without 

appropriate authorizations and licenses to produce your work deliverables for Eduinstyn Learning 

Pvt Ltd. 

 

22. INDEMNIFICATIONS 

a. You understand that breaching actions of yours such as breach of confidentiality, breach of 

applicable laws, breach of data protection obligations, breach of intellectual property rights may 

cause Eduinstyn Learning Pvt Ltd financial, reputational or goodwill loss, hence you shall at all times 

indemnify Eduinstyn Learning Pvt Ltd, its directors, third parties and employees from and against any 

claims, losses or damages arising from your breaches or unlawful activities. 

 

23. NON -SOLICITATION 

a. You shall not directly or indirectly induce, influence, coerce, solicit any of Eduinstyn Learning 

Pvt Ltd’s customers or employees. This restriction applies during your tenure with Eduinstyn 

Learning Pvt Ltd and for a duration of two years after termination of your engagement 

with Eduinstyn Learning Pvt Ltd, regardless of the reason for termination of your engagement 

with Eduinstyn Learning Pvt Ltd. 

 

24. AMENDMENTS 

a. The Company reserves the right to amend the terms and conditions related to employment, 

the policies, the rules, and regulations applicable to employees. Such changes would be 

communicated through internal communication to the employees at large. Such changes shall be 

deemed to be part of your employment conditions. All enclosures herewith are deemed part of your 

employment agreement with the Company. 

 

25. EXCLUSIVE JURISDICTION 

a. Your employment and conditions of employment are exclusively governed by the laws of India 

and the courts of Bangalore shall have the exclusive jurisdiction on any dispute arising on matters 

related to your employment. 

 

26. SEVERABILITY 
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a. If any part of this agreement is held invalid, void, or unenforceable, the remainder of the terms 

shall continue to be fully enforceable minus the portion which is not enforceable. 

 

 

CONFIRMATION OF ACCEPTANCE 

We request you to complete and return a copy of this letter as a token of written 

acceptance of this offer. If we do not receive a written acceptance as above from you within 7 days 

of the date of this letter, we shall assume that you do not wish to take up this offer of employment 

and our offer will lapse automatically. We sincerely hope that you will accept this appointment and 

look forward to having you onboard. 

 

Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 

 

 

ANNEXURE-1 

 
THE CTC PROVIDED BY THE COMPANY WILL BE INR 2,40,000 LPA for 3 months of probation period, 

after probation period the same will be revised to INR 3,00,000 LPA for a period of 3 months 

thereafter. After completion of 6 months in our organization your CTC will be revised to INR 5,00,000 

LPA as fixed component and INR 3,00,000 LPA as the variable component 

 

Subject to deductions for Employee’s contribution to PF, Professional Tax, Income Tax and other 
statutory deductions that may be applicable. • EPFO guidelines for International Worker applicable. • 
Any other relevant Compensation & Benefits related matter shall be governed by the service rules and 

policies in force and applicable from time to time. • As per IT Act, it is mandatory for all individuals 
working in India whose receipts are subject to deduction of tax at source (the deducted) to furnish his/ 

her PAN details to the deductor (Company), failing which the deductor (Company) w.e.f. April 2010 will 

deduct Tax at Source at rates higher than normal as per norms. 
 

Sl no Salary Breakup Total Monthly 

1 Basic Salary     1,20,000.00           10,000.00  

2 Dearness Allowance        36,000.00             3,000.00  

3 House Rent Allowance        60,000.00             5,000.00  

4 Special Allowance        24,000.00             2,000.00  

  Gross Salary     2,40,000.00           20,000.00  

        

1 Professional Tax          2,400.00                200.00  

2 Income tax - TDS                      -                           -    

  Total Deductions          2,400.00                200.00  

        

  Net Salary     2,37,600.00           19,800.00  

 

 
Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 
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Dear Aldrin Shain Dominic 

Appointment letter 

Bangalore 

Further to your recent interview, conditional on and subject to no adverse findings arising 

from any of the employee background verification checks, required to be carried out by the 

Organization, I am pleased to offer you the following employment with Eduinstyn Learning Pvt Ltd, 

with a commencement date of 02/14/2022(Month/date/year). Please report to the undersigned 

on 02/14/2022(Month/date/year) will carry an annual CTC of INR 2,40,000/- at 11:00 AM at our 

office address - 675, 9th Main Rd, Sector 7, HSR Layout, Bengaluru, Karnataka based on the terms 

and conditions stated herein. This offer letter upon written acceptance by you shall be deemed as an 

Employment Agreement. 

1. BACKGROUND CHECKS AND REFERENCE CHECKS

a. During the term of your employment, you may also be subject to the same / similar / other

background verification checks being repeated at such intervals as may be determined solely by the 

Company. In the event that there are any adverse findings that arise during the course of or as a 

result of such background verification checks, you may be subject to disciplinary proceedings up to 

and including but not limited to termination of your employment. For the purpose of obtaining your 

present employer’s reference, you agree that your written acceptance will constitute your 

permission to write for reference checks. 

2. PROBATION

a. You will be on probation for a period of 15 days during which your performance shall be

reviewed by the Company. In case of unsatisfactory performance your probation may be ended or 

extended subject to additional conditions. 

b. Upon successful completion of the probation period without any extension you shall be

deemed to have been confirmed in the services of the Company as permanent Employee automatic. 

c. Upon your successful completion of probation period and becoming a regular employee, you

are required to work with us for a minimum tenure of 12 months from the date of confirmation. At 

any point in time if you wish to leave the company due to reasons of your own, you will have to pay 

a compensation amounting to 1 month’s total pay. 

d. NOTE: If you were hired as Trainee/Intern before for a period up to 3 months/6 Months.

The Probationary will be considered as void. 

3. JOB TITLE: Manger-Sales
As a term of your employment from time to time you may be required to undertake such 

other duties as they may be commensurate with the business needs of the Company. 

4. COMPENSATION

a. Your remuneration shall be as per Annexure titled “Annexure-1”.
b. Salary is subject to Income Tax and other statutory deductions and will be paid into a bank

account indicated by you. 

c. You will receive a monthly pay statement detailing gross pay and deductions. Any subsequent

changes to your salary will be highlighted in that statement. 
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d. Periodically your performance will be reviewed. If a performance award (bonus) is applicable,

it will usually be paid subject to your performance appraisal, ratings and company performance and 

other such criteria at payout intervals determined by the Company. 

e. In the event of an Income tax liability or any other tax liability or any statutory charges arising

as a result of your employment with the Company, these will be borne by yourself, and Company 

shall in no event be liable for payment of these taxes or any other charges of this nature for the 

period of your employment or after cessation of your employment with the Company. 

5. SALARY REVISIONS

a. The Company may undertake a periodic review of salaries, and will notify you of any

amendments which are to be applied. Such reviews will take due consideration of, amongst other 

things, inflationary, deflationary, market and other economic pressures impacting the company and 

the staff. 

6. DEDUCTIONS FROM PAY

a. When your employment ends, if the number of annual leaves you have taken exceeds your

entitlement, an appropriate deduction will be made from your full and final payout. 

b. Any leave balance outstanding in your name may be encashed subject to the Leave

encashment Policy applicable. 

c. If you are summarily dismissed, or you leave the Company without giving due notice under

your contract of employment, your entitlement to holiday pay ends with the date of termination. 

7. HOURS OF WORK

a. Your usual working hours shall be 8 hours excluding the breaks. However, you may be required

to put in additional hours as and when there is a business requirement. 

b. The business working days of the Company 6 Days a week. For any Shift working, the Company

shall inform you reasonably in advance. 

8. ADDITIONAL HOURS

a. Subject to your role qualifying for overtime under applicable statutory provisions if occasions

so arise when you may be required to work additional hours beyond normal hours. 

9. LEAVES

a. The Company’s holiday year runs from the first day of January to the last day of December in
the same year. 

b. In a Year, you are entitled to 15 days of earned leave, 6 days of casual leave and 6 days of sick

leave. This should be informed and approved by HR, AVP & VP/Head of the Department 15 days 

prior to the leaves. 

c. Please refer to the detailed Leave Policy upon joining.

d. No salary will be paid for periods of unauthorized absence. Unauthorized absence for a period

of more than 3 days shall result in termination of employment on grounds of abandonment of 

employment. 

e. Subject to conditions prescribed by the law, Maternity Leave for a period of 6 months shall be

available to women employees who have worked for a period of minimum of 80 days. 

10. PLACE OF WORK AND MOBILITY

a. Your usual location of work will be Bangalore. However, you may be required from time to

time to work at or from any office or location of the Company or within different companies 
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affiliated to Eduinstyn Learning Pvt Ltd. A change of your place of residence may be required from 

time to time and you may be transferred from one city to another for the business needs of the 

Company. In case of transfer, your transfer shall be subject to the Relocation Policy. 

 

11. RETIREMENT 

a. Normal retirement in the company is at age 58. Your employment will terminate automatically 

at the end of the month in which your 58th birthday occurs, unless you are otherwise advised by 

individual notice. You may also be retired earlier if found to be medically unfit or suffer any other 

incapacity that may impact on the effective performance of your services. 

 

12. RULES AND REGULATIONS 

a. Eduinstyn Learning Pvt Ltd is a business based on integrity and mutual trust. To maintain and 

safeguard the trust and confidence of customers and the public certain ethical principles and 

standards of conduct have to be maintained. 

b. In addition to any requirement under the Code of Conduct, you are also required as a 

condition of continued employment to disclose to Eduinstyn Learning Pvt Ltd immediately and 

without any delay, any instance of you being arrested or charged or convicted of any criminal 

offence(s) and / or being declared bankrupt during the course of your employment. Failure to 

disclose such information may result in disciplinary proceedings up to and including but not limited 

to termination of employment. 

c. Other specific rules and regulations will be notified by the Company from time to time. 

d. Policies, Code of Conduct, rules, and regulations may be amended from time to time. You are 

required to keep yourself updated on such changes. 

 

13. CONFIDENTIALITY 

a. As a condition of employment, you are required to sign and return the Non-Disclosure 

Agreement in Annexure that pledges confidentiality on all business matters pertaining to Eduinstyn 

Learning Pvt Ltd, its subsidiaries, the company, and its customers. A breach of confidentiality is a 

material breach and may result in disciplinary proceedings including but not limited to injunction, 

termination of employment or claims of damages. 

 

14. PROTECTION OF PERSONAL DATA 

a. Eduinstyn Learning Pvt Ltd adopts industry standard software for maintenance of employee 

and customer data and Personal data of employees and customer data. Such data may be processed 

for human resources administration purposes, including payroll administration, career development, 

performance and health and safety administration and such business and operational needs. 

b. In order to process your personal data, the Company needs your consent. A format of such 

consent is enclosed with this letter. 

c. We request you to read and confirm your consent and return the Consent to us. Access to 

information systems and your personal data will be protected in accordance with our standard 

practices. 

 

15. USE OF SOFTWARE AND SYSTEMS ACCESS 

a. You are required to follow policies, rules and procedures laid down by the Company in this 

letter and those subsequently notified by the Company. 

 

 

16. DATA PROTECTION 
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a. Under the Company’s policies, you have a responsibility to ensure that all personal data, 

confidential information you process or process, is kept protected. Unauthorized disclosure of 

personal data of anyone, yourself, your colleagues, vendors, or customers is a material breach and 

may result in disciplinary action including but not limited to termination of employment and other 

actions as may be necessary under the applicable laws governing data protection. Therefore, you 

must ensure that you do the following in addition to all other guidance regarding data protection 

you may receive from the Company from time to time: 

b. Do not disclose personal data without authority 

c. Do not access information or systems not directly relevant to each task Do not treat personal 

data carelessly 

d. Lock all printouts away when not in use 

e. Do not disclose your computer password to any unauthorized person. 

f. Under the Company’s policies, it is important that the Company’s internal, restricted, or highly 

restricted personal records are maintained as accurately as possible. Hence, you must notify the 

Company in writing of any change in your personal circumstances, such as your address, marital 

status, birth of children, attainment of professional qualifications, and so forth. 

 

17. Performance Improvement Plan 

During this period, you are required to adhere and deliver the KPI (Key performance indicators) 

which will be communicated to you as and when this is being implemented 

 

18. TERMINATION OF YOUR EMPLOYMENT BY THE COMPANY 

a. Post confirmation, you may be terminated on the grounds of misconduct, breach of 

employment terms or policies, breach of laws. 

b. In the event of misconduct, breach of policies, Code of Conduct, involvement in any criminal 

activity of sexual harassment incident or similar such reasons, the notice period of one month shall 

not apply and services may require to be terminated at shorter notice. 

c. Notice of Termination may be handed to you personally, by email or sent to your last recorded 

address. The Company reserves the right to ask that you no longer work at your office location for 

the duration of your notice period in case circumstances so require. 

 

19. TERMINATION OF EMPLOYMENT BY YOU 

a. During probation, you are required to give the company at least one calendar months’ notice 

in writing. Post confirmation, you are required to give the company a minimum of 1 months’ notice 

in writing. Where a notice period as per terms of employment is not served, pay in lieu of notice 

period would be reduced from the final settlement dues to the employee. Upon immediate 

termination of employment by you, you will have to compensate by paying an amount equal to 2 

months’ salary to the Company in lieu of the notice period. 

b. Violation during Notice Period: During notice period you are expected to adhere to all the KPIs 

and perform to the best of your abilities. In the event that the KPIs are not met, the work and 

compensation will be considered null and void during the notice period and the compensation as per 

clause 19.a will have to be paid by you. 

c. Corollary: If during the notice period, you fail to achieve the KPIs – you have an option to move 

to a “Pay per Conversion” model wherein you will be eligible to receive 30% of the revenue 

generated and received on behalf of the company. 

 

20. RETURN OF ASSETS UPON END OF YOUR ENGAGEMENT 
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a. You shall immediately return all computers, software, access cards, work deliverables, 

completed or work in progress and any other Eduinstyn Learning Pvt Ltd provided property upon 

your end of employment. You shall not make any copies of work products or software or retain any 

of Eduinstyn Learning Pvt Ltd assets in your possession after your employment with Eduinstyn 

Learning Pvt Ltd comes to an end. You understand that a breach of this obligation entitles Eduinstyn 

Learning Pvt Ltd to take civil and criminal actions as applicable for recovery of its assets. 

 

21. INTELLECTUAL PROPERTY RIGHTS IN DELIVERABLES 

a. In consideration of your employment, you agree and hereby assign all intellectual property 

rights copyrights, patents, trademarks, design rights or any other proprietary right and moral rights 

assignable to Eduinstyn Learning Pvt Ltd in all deliverables you create in the course of your 

employment including but not limited to software codes, reports, algorithms, analysis etc. 

b. You shall not retain any copies of the same in your personal computer or mail systems. 

c. You understand that intellectual property is a vital asset for Eduinstyn Learning Pvt Ltd and any 

wrongful disclosure or handling of the same shall result in irreparable loss and injury to Eduinstyn 

Learning Pvt Ltd and allow Eduinstyn Learning Pvt Ltd to prosecute a legal action, claim damages or 

injunctions. 

d. You shall not use third party’s proprietary material or their intellectual property without 

appropriate authorizations and licenses to produce your work deliverables for Eduinstyn Learning 

Pvt Ltd. 

 

22. INDEMNIFICATIONS 

a. You understand that breaching actions of yours such as breach of confidentiality, breach of 

applicable laws, breach of data protection obligations, breach of intellectual property rights may 

cause Eduinstyn Learning Pvt Ltd financial, reputational or goodwill loss, hence you shall at all times 

indemnify Eduinstyn Learning Pvt Ltd, its directors, third parties and employees from and against any 

claims, losses or damages arising from your breaches or unlawful activities. 

 

23. NON -SOLICITATION 

a. You shall not directly or indirectly induce, influence, coerce, solicit any of Eduinstyn Learning 

Pvt Ltd’s customers or employees. This restriction applies during your tenure with Eduinstyn 

Learning Pvt Ltd and for a duration of two years after termination of your engagement 

with Eduinstyn Learning Pvt Ltd, regardless of the reason for termination of your engagement 

with Eduinstyn Learning Pvt Ltd. 

 

24. AMENDMENTS 

a. The Company reserves the right to amend the terms and conditions related to employment, 

the policies, the rules, and regulations applicable to employees. Such changes would be 

communicated through internal communication to the employees at large. Such changes shall be 

deemed to be part of your employment conditions. All enclosures herewith are deemed part of your 

employment agreement with the Company. 

 

25. EXCLUSIVE JURISDICTION 

a. Your employment and conditions of employment are exclusively governed by the laws of India 

and the courts of Bangalore shall have the exclusive jurisdiction on any dispute arising on matters 

related to your employment. 

 

26. SEVERABILITY 
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a. If any part of this agreement is held invalid, void, or unenforceable, the remainder of the terms 

shall continue to be fully enforceable minus the portion which is not enforceable. 

 

 

CONFIRMATION OF ACCEPTANCE 

We request you to complete and return a copy of this letter as a token of written 

acceptance of this offer. If we do not receive a written acceptance as above from you within 7 days 

of the date of this letter, we shall assume that you do not wish to take up this offer of employment 

and our offer will lapse automatically. We sincerely hope that you will accept this appointment and 

look forward to having you onboard. 

 

Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 

 

 

ANNEXURE-1 

 
THE CTC PROVIDED BY THE COMPANY WILL BE INR 2,40,000 LPA for 3 months of probation period, 

after probation period the same will be revised to INR 3,00,000 LPA for a period of 3 months 

thereafter. After completion of 6 months in our organization your CTC will be revised to INR 5,00,000 

LPA as fixed component and INR 3,00,000 LPA as the variable component 

 

Subject to deductions for Employee’s contribution to PF, Professional Tax, Income Tax and other 
statutory deductions that may be applicable. • EPFO guidelines for International Worker applicable. • 
Any other relevant Compensation & Benefits related matter shall be governed by the service rules and 

policies in force and applicable from time to time. • As per IT Act, it is mandatory for all individuals 
working in India whose receipts are subject to deduction of tax at source (the deducted) to furnish his/ 

her PAN details to the deductor (Company), failing which the deductor (Company) w.e.f. April 2010 will 

deduct Tax at Source at rates higher than normal as per norms. 
 

Sl no Salary Breakup Total Monthly 

1 Basic Salary     1,20,000.00           10,000.00  

2 Dearness Allowance        36,000.00             3,000.00  

3 House Rent Allowance        60,000.00             5,000.00  

4 Special Allowance        24,000.00             2,000.00  

  Gross Salary     2,40,000.00           20,000.00  

        

1 Professional Tax          2,400.00                200.00  

2 Income tax - TDS                      -                           -    

  Total Deductions          2,400.00                200.00  

        

  Net Salary     2,37,600.00           19,800.00  

 

 
Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 
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Dear PINAKHEE CHETIA 

Appointment letter 

Bangalore 

Further to your recent interview, conditional on and subject to no adverse findings arising 

from any of the employee background verification checks, required to be carried out by the 

Organization, I am pleased to offer you the following employment with Eduinstyn Learning Pvt Ltd, 

with a commencement date of 02/14/2022(Month/date/year). Please report to the undersigned 

on 02/14/2022(Month/date/year) will carry an annual CTC of INR 2,40,000/- at 11:00 AM at our 

office address - 675, 9th Main Rd, Sector 7, HSR Layout, Bengaluru, Karnataka based on the terms 

and conditions stated herein. This offer letter upon written acceptance by you shall be deemed as an 

Employment Agreement. 

1. BACKGROUND CHECKS AND REFERENCE CHECKS

a. During the term of your employment, you may also be subject to the same / similar / other

background verification checks being repeated at such intervals as may be determined solely by the 

Company. In the event that there are any adverse findings that arise during the course of or as a 

result of such background verification checks, you may be subject to disciplinary proceedings up to 

and including but not limited to termination of your employment. For the purpose of obtaining your 

present employer’s reference, you agree that your written acceptance will constitute your 

permission to write for reference checks. 

2. PROBATION

a. You will be on probation for a period of 15 days during which your performance shall be

reviewed by the Company. In case of unsatisfactory performance your probation may be ended or 

extended subject to additional conditions. 

b. Upon successful completion of the probation period without any extension you shall be

deemed to have been confirmed in the services of the Company as permanent Employee automatic. 

c. Upon your successful completion of probation period and becoming a regular employee, you

are required to work with us for a minimum tenure of 12 months from the date of confirmation. At 

any point in time if you wish to leave the company due to reasons of your own, you will have to pay 

a compensation amounting to 1 month’s total pay. 

d. NOTE: If you were hired as Trainee/Intern before for a period up to 3 months/6 Months.

The Probationary will be considered as void. 

3. JOB TITLE: Manger-Sales
As a term of your employment from time to time you may be required to undertake such 

other duties as they may be commensurate with the business needs of the Company. 

4. COMPENSATION

a. Your remuneration shall be as per Annexure titled “Annexure-1”.
b. Salary is subject to Income Tax and other statutory deductions and will be paid into a bank

account indicated by you. 

c. You will receive a monthly pay statement detailing gross pay and deductions. Any subsequent

changes to your salary will be highlighted in that statement. 
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d. Periodically your performance will be reviewed. If a performance award (bonus) is applicable,

it will usually be paid subject to your performance appraisal, ratings and company performance and 

other such criteria at payout intervals determined by the Company. 

e. In the event of an Income tax liability or any other tax liability or any statutory charges arising

as a result of your employment with the Company, these will be borne by yourself, and Company 

shall in no event be liable for payment of these taxes or any other charges of this nature for the 

period of your employment or after cessation of your employment with the Company. 

5. SALARY REVISIONS

a. The Company may undertake a periodic review of salaries, and will notify you of any

amendments which are to be applied. Such reviews will take due consideration of, amongst other 

things, inflationary, deflationary, market and other economic pressures impacting the company and 

the staff. 

6. DEDUCTIONS FROM PAY

a. When your employment ends, if the number of annual leaves you have taken exceeds your

entitlement, an appropriate deduction will be made from your full and final payout. 

b. Any leave balance outstanding in your name may be encashed subject to the Leave

encashment Policy applicable. 

c. If you are summarily dismissed, or you leave the Company without giving due notice under

your contract of employment, your entitlement to holiday pay ends with the date of termination. 

7. HOURS OF WORK

a. Your usual working hours shall be 8 hours excluding the breaks. However, you may be required

to put in additional hours as and when there is a business requirement. 

b. The business working days of the Company 6 Days a week. For any Shift working, the Company

shall inform you reasonably in advance. 

8. ADDITIONAL HOURS

a. Subject to your role qualifying for overtime under applicable statutory provisions if occasions

so arise when you may be required to work additional hours beyond normal hours. 

9. LEAVES

a. The Company’s holiday year runs from the first day of January to the last day of December in
the same year. 

b. In a Year, you are entitled to 15 days of earned leave, 6 days of casual leave and 6 days of sick

leave. This should be informed and approved by HR, AVP & VP/Head of the Department 15 days 

prior to the leaves. 

c. Please refer to the detailed Leave Policy upon joining.

d. No salary will be paid for periods of unauthorized absence. Unauthorized absence for a period

of more than 3 days shall result in termination of employment on grounds of abandonment of 

employment. 

e. Subject to conditions prescribed by the law, Maternity Leave for a period of 6 months shall be

available to women employees who have worked for a period of minimum of 80 days. 

10. PLACE OF WORK AND MOBILITY

a. Your usual location of work will be Bangalore. However, you may be required from time to

time to work at or from any office or location of the Company or within different companies 
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affiliated to Eduinstyn Learning Pvt Ltd. A change of your place of residence may be required from 

time to time and you may be transferred from one city to another for the business needs of the 

Company. In case of transfer, your transfer shall be subject to the Relocation Policy. 

 

11. RETIREMENT 

a. Normal retirement in the company is at age 58. Your employment will terminate automatically 

at the end of the month in which your 58th birthday occurs, unless you are otherwise advised by 

individual notice. You may also be retired earlier if found to be medically unfit or suffer any other 

incapacity that may impact on the effective performance of your services. 

 

12. RULES AND REGULATIONS 

a. Eduinstyn Learning Pvt Ltd is a business based on integrity and mutual trust. To maintain and 

safeguard the trust and confidence of customers and the public certain ethical principles and 

standards of conduct have to be maintained. 

b. In addition to any requirement under the Code of Conduct, you are also required as a 

condition of continued employment to disclose to Eduinstyn Learning Pvt Ltd immediately and 

without any delay, any instance of you being arrested or charged or convicted of any criminal 

offence(s) and / or being declared bankrupt during the course of your employment. Failure to 

disclose such information may result in disciplinary proceedings up to and including but not limited 

to termination of employment. 

c. Other specific rules and regulations will be notified by the Company from time to time. 

d. Policies, Code of Conduct, rules, and regulations may be amended from time to time. You are 

required to keep yourself updated on such changes. 

 

13. CONFIDENTIALITY 

a. As a condition of employment, you are required to sign and return the Non-Disclosure 

Agreement in Annexure that pledges confidentiality on all business matters pertaining to Eduinstyn 

Learning Pvt Ltd, its subsidiaries, the company, and its customers. A breach of confidentiality is a 

material breach and may result in disciplinary proceedings including but not limited to injunction, 

termination of employment or claims of damages. 

 

14. PROTECTION OF PERSONAL DATA 

a. Eduinstyn Learning Pvt Ltd adopts industry standard software for maintenance of employee 

and customer data and Personal data of employees and customer data. Such data may be processed 

for human resources administration purposes, including payroll administration, career development, 

performance and health and safety administration and such business and operational needs. 

b. In order to process your personal data, the Company needs your consent. A format of such 

consent is enclosed with this letter. 

c. We request you to read and confirm your consent and return the Consent to us. Access to 

information systems and your personal data will be protected in accordance with our standard 

practices. 

 

15. USE OF SOFTWARE AND SYSTEMS ACCESS 

a. You are required to follow policies, rules and procedures laid down by the Company in this 

letter and those subsequently notified by the Company. 

 

 

16. DATA PROTECTION 
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a. Under the Company’s policies, you have a responsibility to ensure that all personal data, 

confidential information you process or process, is kept protected. Unauthorized disclosure of 

personal data of anyone, yourself, your colleagues, vendors, or customers is a material breach and 

may result in disciplinary action including but not limited to termination of employment and other 

actions as may be necessary under the applicable laws governing data protection. Therefore, you 

must ensure that you do the following in addition to all other guidance regarding data protection 

you may receive from the Company from time to time: 

b. Do not disclose personal data without authority 

c. Do not access information or systems not directly relevant to each task Do not treat personal 

data carelessly 

d. Lock all printouts away when not in use 

e. Do not disclose your computer password to any unauthorized person. 

f. Under the Company’s policies, it is important that the Company’s internal, restricted, or highly 

restricted personal records are maintained as accurately as possible. Hence, you must notify the 

Company in writing of any change in your personal circumstances, such as your address, marital 

status, birth of children, attainment of professional qualifications, and so forth. 

 

17. Performance Improvement Plan 

During this period, you are required to adhere and deliver the KPI (Key performance indicators) 

which will be communicated to you as and when this is being implemented 

 

18. TERMINATION OF YOUR EMPLOYMENT BY THE COMPANY 

a. Post confirmation, you may be terminated on the grounds of misconduct, breach of 

employment terms or policies, breach of laws. 

b. In the event of misconduct, breach of policies, Code of Conduct, involvement in any criminal 

activity of sexual harassment incident or similar such reasons, the notice period of one month shall 

not apply and services may require to be terminated at shorter notice. 

c. Notice of Termination may be handed to you personally, by email or sent to your last recorded 

address. The Company reserves the right to ask that you no longer work at your office location for 

the duration of your notice period in case circumstances so require. 

 

19. TERMINATION OF EMPLOYMENT BY YOU 

a. During probation, you are required to give the company at least one calendar months’ notice 

in writing. Post confirmation, you are required to give the company a minimum of 1 months’ notice 

in writing. Where a notice period as per terms of employment is not served, pay in lieu of notice 

period would be reduced from the final settlement dues to the employee. Upon immediate 

termination of employment by you, you will have to compensate by paying an amount equal to 2 

months’ salary to the Company in lieu of the notice period. 

b. Violation during Notice Period: During notice period you are expected to adhere to all the KPIs 

and perform to the best of your abilities. In the event that the KPIs are not met, the work and 

compensation will be considered null and void during the notice period and the compensation as per 

clause 19.a will have to be paid by you. 

c. Corollary: If during the notice period, you fail to achieve the KPIs – you have an option to move 

to a “Pay per Conversion” model wherein you will be eligible to receive 30% of the revenue 

generated and received on behalf of the company. 

 

20. RETURN OF ASSETS UPON END OF YOUR ENGAGEMENT 
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a. You shall immediately return all computers, software, access cards, work deliverables, 

completed or work in progress and any other Eduinstyn Learning Pvt Ltd provided property upon 

your end of employment. You shall not make any copies of work products or software or retain any 

of Eduinstyn Learning Pvt Ltd assets in your possession after your employment with Eduinstyn 

Learning Pvt Ltd comes to an end. You understand that a breach of this obligation entitles Eduinstyn 

Learning Pvt Ltd to take civil and criminal actions as applicable for recovery of its assets. 

 

21. INTELLECTUAL PROPERTY RIGHTS IN DELIVERABLES 

a. In consideration of your employment, you agree and hereby assign all intellectual property 

rights copyrights, patents, trademarks, design rights or any other proprietary right and moral rights 

assignable to Eduinstyn Learning Pvt Ltd in all deliverables you create in the course of your 

employment including but not limited to software codes, reports, algorithms, analysis etc. 

b. You shall not retain any copies of the same in your personal computer or mail systems. 

c. You understand that intellectual property is a vital asset for Eduinstyn Learning Pvt Ltd and any 

wrongful disclosure or handling of the same shall result in irreparable loss and injury to Eduinstyn 

Learning Pvt Ltd and allow Eduinstyn Learning Pvt Ltd to prosecute a legal action, claim damages or 

injunctions. 

d. You shall not use third party’s proprietary material or their intellectual property without 

appropriate authorizations and licenses to produce your work deliverables for Eduinstyn Learning 

Pvt Ltd. 

 

22. INDEMNIFICATIONS 

a. You understand that breaching actions of yours such as breach of confidentiality, breach of 

applicable laws, breach of data protection obligations, breach of intellectual property rights may 

cause Eduinstyn Learning Pvt Ltd financial, reputational or goodwill loss, hence you shall at all times 

indemnify Eduinstyn Learning Pvt Ltd, its directors, third parties and employees from and against any 

claims, losses or damages arising from your breaches or unlawful activities. 

 

23. NON -SOLICITATION 

a. You shall not directly or indirectly induce, influence, coerce, solicit any of Eduinstyn Learning 

Pvt Ltd’s customers or employees. This restriction applies during your tenure with Eduinstyn 

Learning Pvt Ltd and for a duration of two years after termination of your engagement 

with Eduinstyn Learning Pvt Ltd, regardless of the reason for termination of your engagement 

with Eduinstyn Learning Pvt Ltd. 

 

24. AMENDMENTS 

a. The Company reserves the right to amend the terms and conditions related to employment, 

the policies, the rules, and regulations applicable to employees. Such changes would be 

communicated through internal communication to the employees at large. Such changes shall be 

deemed to be part of your employment conditions. All enclosures herewith are deemed part of your 

employment agreement with the Company. 

 

25. EXCLUSIVE JURISDICTION 

a. Your employment and conditions of employment are exclusively governed by the laws of India 

and the courts of Bangalore shall have the exclusive jurisdiction on any dispute arising on matters 

related to your employment. 

 

26. SEVERABILITY 
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a. If any part of this agreement is held invalid, void, or unenforceable, the remainder of the terms 

shall continue to be fully enforceable minus the portion which is not enforceable. 

 

 

CONFIRMATION OF ACCEPTANCE 

We request you to complete and return a copy of this letter as a token of written 

acceptance of this offer. If we do not receive a written acceptance as above from you within 7 days 

of the date of this letter, we shall assume that you do not wish to take up this offer of employment 

and our offer will lapse automatically. We sincerely hope that you will accept this appointment and 

look forward to having you onboard. 

 

Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 

 

 

ANNEXURE-1 

 
THE CTC PROVIDED BY THE COMPANY WILL BE INR 2,40,000 LPA for 3 months of probation period, 

after probation period the same will be revised to INR 3,00,000 LPA for a period of 3 months 

thereafter. After completion of 6 months in our organization your CTC will be revised to INR 5,00,000 

LPA as fixed component and INR 3,00,000 LPA as the variable component 

 

Subject to deductions for Employee’s contribution to PF, Professional Tax, Income Tax and other 
statutory deductions that may be applicable. • EPFO guidelines for International Worker applicable. • 
Any other relevant Compensation & Benefits related matter shall be governed by the service rules and 

policies in force and applicable from time to time. • As per IT Act, it is mandatory for all individuals 
working in India whose receipts are subject to deduction of tax at source (the deducted) to furnish his/ 

her PAN details to the deductor (Company), failing which the deductor (Company) w.e.f. April 2010 will 

deduct Tax at Source at rates higher than normal as per norms. 
 

Sl no Salary Breakup Total Monthly 

1 Basic Salary     1,20,000.00           10,000.00  

2 Dearness Allowance        36,000.00             3,000.00  

3 House Rent Allowance        60,000.00             5,000.00  

4 Special Allowance        24,000.00             2,000.00  

  Gross Salary     2,40,000.00           20,000.00  

        

1 Professional Tax          2,400.00                200.00  

2 Income tax - TDS                      -                           -    

  Total Deductions          2,400.00                200.00  

        

  Net Salary     2,37,600.00           19,800.00  

 

 
Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 
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Dear M MOHAMMED SHAID 

Appointment letter 

Bangalore 

Further to your recent interview, conditional on and subject to no adverse findings arising 

from any of the employee background verification checks, required to be carried out by the 

Organization, I am pleased to offer you the following employment with Eduinstyn Learning Pvt Ltd, 

with a commencement date of 02/14/2022(Month/date/year). Please report to the undersigned 

on 02/14/2022(Month/date/year) will carry an annual CTC of INR 2,40,000/- at 11:00 AM at our 

office address - 675, 9th Main Rd, Sector 7, HSR Layout, Bengaluru, Karnataka based on the terms 

and conditions stated herein. This offer letter upon written acceptance by you shall be deemed as an 

Employment Agreement. 

1. BACKGROUND CHECKS AND REFERENCE CHECKS

a. During the term of your employment, you may also be subject to the same / similar / other

background verification checks being repeated at such intervals as may be determined solely by the 

Company. In the event that there are any adverse findings that arise during the course of or as a 

result of such background verification checks, you may be subject to disciplinary proceedings up to 

and including but not limited to termination of your employment. For the purpose of obtaining your 

present employer’s reference, you agree that your written acceptance will constitute your 

permission to write for reference checks. 

2. PROBATION

a. You will be on probation for a period of 15 days during which your performance shall be

reviewed by the Company. In case of unsatisfactory performance your probation may be ended or 

extended subject to additional conditions. 

b. Upon successful completion of the probation period without any extension you shall be

deemed to have been confirmed in the services of the Company as permanent Employee automatic. 

c. Upon your successful completion of probation period and becoming a regular employee, you

are required to work with us for a minimum tenure of 12 months from the date of confirmation. At 

any point in time if you wish to leave the company due to reasons of your own, you will have to pay 

a compensation amounting to 1 month’s total pay. 

d. NOTE: If you were hired as Trainee/Intern before for a period up to 3 months/6 Months.

The Probationary will be considered as void. 

3. JOB TITLE: Manger-Sales
As a term of your employment from time to time you may be required to undertake such 

other duties as they may be commensurate with the business needs of the Company. 

4. COMPENSATION

a. Your remuneration shall be as per Annexure titled “Annexure-1”.
b. Salary is subject to Income Tax and other statutory deductions and will be paid into a bank

account indicated by you. 

c. You will receive a monthly pay statement detailing gross pay and deductions. Any subsequent

changes to your salary will be highlighted in that statement. 
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d. Periodically your performance will be reviewed. If a performance award (bonus) is applicable,

it will usually be paid subject to your performance appraisal, ratings and company performance and 

other such criteria at payout intervals determined by the Company. 

e. In the event of an Income tax liability or any other tax liability or any statutory charges arising

as a result of your employment with the Company, these will be borne by yourself, and Company 

shall in no event be liable for payment of these taxes or any other charges of this nature for the 

period of your employment or after cessation of your employment with the Company. 

5. SALARY REVISIONS

a. The Company may undertake a periodic review of salaries, and will notify you of any

amendments which are to be applied. Such reviews will take due consideration of, amongst other 

things, inflationary, deflationary, market and other economic pressures impacting the company and 

the staff. 

6. DEDUCTIONS FROM PAY

a. When your employment ends, if the number of annual leaves you have taken exceeds your

entitlement, an appropriate deduction will be made from your full and final payout. 

b. Any leave balance outstanding in your name may be encashed subject to the Leave

encashment Policy applicable. 

c. If you are summarily dismissed, or you leave the Company without giving due notice under

your contract of employment, your entitlement to holiday pay ends with the date of termination. 

7. HOURS OF WORK

a. Your usual working hours shall be 8 hours excluding the breaks. However, you may be required

to put in additional hours as and when there is a business requirement. 

b. The business working days of the Company 6 Days a week. For any Shift working, the Company

shall inform you reasonably in advance. 

8. ADDITIONAL HOURS

a. Subject to your role qualifying for overtime under applicable statutory provisions if occasions

so arise when you may be required to work additional hours beyond normal hours. 

9. LEAVES

a. The Company’s holiday year runs from the first day of January to the last day of December in
the same year. 

b. In a Year, you are entitled to 15 days of earned leave, 6 days of casual leave and 6 days of sick

leave. This should be informed and approved by HR, AVP & VP/Head of the Department 15 days 

prior to the leaves. 

c. Please refer to the detailed Leave Policy upon joining.

d. No salary will be paid for periods of unauthorized absence. Unauthorized absence for a period

of more than 3 days shall result in termination of employment on grounds of abandonment of 

employment. 

e. Subject to conditions prescribed by the law, Maternity Leave for a period of 6 months shall be

available to women employees who have worked for a period of minimum of 80 days. 

10. PLACE OF WORK AND MOBILITY

a. Your usual location of work will be Bangalore. However, you may be required from time to

time to work at or from any office or location of the Company or within different companies 
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affiliated to Eduinstyn Learning Pvt Ltd. A change of your place of residence may be required from 

time to time and you may be transferred from one city to another for the business needs of the 

Company. In case of transfer, your transfer shall be subject to the Relocation Policy. 

 

11. RETIREMENT 

a. Normal retirement in the company is at age 58. Your employment will terminate automatically 

at the end of the month in which your 58th birthday occurs, unless you are otherwise advised by 

individual notice. You may also be retired earlier if found to be medically unfit or suffer any other 

incapacity that may impact on the effective performance of your services. 

 

12. RULES AND REGULATIONS 

a. Eduinstyn Learning Pvt Ltd is a business based on integrity and mutual trust. To maintain and 

safeguard the trust and confidence of customers and the public certain ethical principles and 

standards of conduct have to be maintained. 

b. In addition to any requirement under the Code of Conduct, you are also required as a 

condition of continued employment to disclose to Eduinstyn Learning Pvt Ltd immediately and 

without any delay, any instance of you being arrested or charged or convicted of any criminal 

offence(s) and / or being declared bankrupt during the course of your employment. Failure to 

disclose such information may result in disciplinary proceedings up to and including but not limited 

to termination of employment. 

c. Other specific rules and regulations will be notified by the Company from time to time. 

d. Policies, Code of Conduct, rules, and regulations may be amended from time to time. You are 

required to keep yourself updated on such changes. 

 

13. CONFIDENTIALITY 

a. As a condition of employment, you are required to sign and return the Non-Disclosure 

Agreement in Annexure that pledges confidentiality on all business matters pertaining to Eduinstyn 

Learning Pvt Ltd, its subsidiaries, the company, and its customers. A breach of confidentiality is a 

material breach and may result in disciplinary proceedings including but not limited to injunction, 

termination of employment or claims of damages. 

 

14. PROTECTION OF PERSONAL DATA 

a. Eduinstyn Learning Pvt Ltd adopts industry standard software for maintenance of employee 

and customer data and Personal data of employees and customer data. Such data may be processed 

for human resources administration purposes, including payroll administration, career development, 

performance and health and safety administration and such business and operational needs. 

b. In order to process your personal data, the Company needs your consent. A format of such 

consent is enclosed with this letter. 

c. We request you to read and confirm your consent and return the Consent to us. Access to 

information systems and your personal data will be protected in accordance with our standard 

practices. 

 

15. USE OF SOFTWARE AND SYSTEMS ACCESS 

a. You are required to follow policies, rules and procedures laid down by the Company in this 

letter and those subsequently notified by the Company. 

 

 

16. DATA PROTECTION 
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a. Under the Company’s policies, you have a responsibility to ensure that all personal data, 

confidential information you process or process, is kept protected. Unauthorized disclosure of 

personal data of anyone, yourself, your colleagues, vendors, or customers is a material breach and 

may result in disciplinary action including but not limited to termination of employment and other 

actions as may be necessary under the applicable laws governing data protection. Therefore, you 

must ensure that you do the following in addition to all other guidance regarding data protection 

you may receive from the Company from time to time: 

b. Do not disclose personal data without authority 

c. Do not access information or systems not directly relevant to each task Do not treat personal 

data carelessly 

d. Lock all printouts away when not in use 

e. Do not disclose your computer password to any unauthorized person. 

f. Under the Company’s policies, it is important that the Company’s internal, restricted, or highly 

restricted personal records are maintained as accurately as possible. Hence, you must notify the 

Company in writing of any change in your personal circumstances, such as your address, marital 

status, birth of children, attainment of professional qualifications, and so forth. 

 

17. Performance Improvement Plan 

During this period, you are required to adhere and deliver the KPI (Key performance indicators) 

which will be communicated to you as and when this is being implemented 

 

18. TERMINATION OF YOUR EMPLOYMENT BY THE COMPANY 

a. Post confirmation, you may be terminated on the grounds of misconduct, breach of 

employment terms or policies, breach of laws. 

b. In the event of misconduct, breach of policies, Code of Conduct, involvement in any criminal 

activity of sexual harassment incident or similar such reasons, the notice period of one month shall 

not apply and services may require to be terminated at shorter notice. 

c. Notice of Termination may be handed to you personally, by email or sent to your last recorded 

address. The Company reserves the right to ask that you no longer work at your office location for 

the duration of your notice period in case circumstances so require. 

 

19. TERMINATION OF EMPLOYMENT BY YOU 

a. During probation, you are required to give the company at least one calendar months’ notice 

in writing. Post confirmation, you are required to give the company a minimum of 1 months’ notice 

in writing. Where a notice period as per terms of employment is not served, pay in lieu of notice 

period would be reduced from the final settlement dues to the employee. Upon immediate 

termination of employment by you, you will have to compensate by paying an amount equal to 2 

months’ salary to the Company in lieu of the notice period. 

b. Violation during Notice Period: During notice period you are expected to adhere to all the KPIs 

and perform to the best of your abilities. In the event that the KPIs are not met, the work and 

compensation will be considered null and void during the notice period and the compensation as per 

clause 19.a will have to be paid by you. 

c. Corollary: If during the notice period, you fail to achieve the KPIs – you have an option to move 

to a “Pay per Conversion” model wherein you will be eligible to receive 30% of the revenue 

generated and received on behalf of the company. 

 

20. RETURN OF ASSETS UPON END OF YOUR ENGAGEMENT 
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a. You shall immediately return all computers, software, access cards, work deliverables, 

completed or work in progress and any other Eduinstyn Learning Pvt Ltd provided property upon 

your end of employment. You shall not make any copies of work products or software or retain any 

of Eduinstyn Learning Pvt Ltd assets in your possession after your employment with Eduinstyn 

Learning Pvt Ltd comes to an end. You understand that a breach of this obligation entitles Eduinstyn 

Learning Pvt Ltd to take civil and criminal actions as applicable for recovery of its assets. 

 

21. INTELLECTUAL PROPERTY RIGHTS IN DELIVERABLES 

a. In consideration of your employment, you agree and hereby assign all intellectual property 

rights copyrights, patents, trademarks, design rights or any other proprietary right and moral rights 

assignable to Eduinstyn Learning Pvt Ltd in all deliverables you create in the course of your 

employment including but not limited to software codes, reports, algorithms, analysis etc. 

b. You shall not retain any copies of the same in your personal computer or mail systems. 

c. You understand that intellectual property is a vital asset for Eduinstyn Learning Pvt Ltd and any 

wrongful disclosure or handling of the same shall result in irreparable loss and injury to Eduinstyn 

Learning Pvt Ltd and allow Eduinstyn Learning Pvt Ltd to prosecute a legal action, claim damages or 

injunctions. 

d. You shall not use third party’s proprietary material or their intellectual property without 

appropriate authorizations and licenses to produce your work deliverables for Eduinstyn Learning 

Pvt Ltd. 

 

22. INDEMNIFICATIONS 

a. You understand that breaching actions of yours such as breach of confidentiality, breach of 

applicable laws, breach of data protection obligations, breach of intellectual property rights may 

cause Eduinstyn Learning Pvt Ltd financial, reputational or goodwill loss, hence you shall at all times 

indemnify Eduinstyn Learning Pvt Ltd, its directors, third parties and employees from and against any 

claims, losses or damages arising from your breaches or unlawful activities. 

 

23. NON -SOLICITATION 

a. You shall not directly or indirectly induce, influence, coerce, solicit any of Eduinstyn Learning 

Pvt Ltd’s customers or employees. This restriction applies during your tenure with Eduinstyn 

Learning Pvt Ltd and for a duration of two years after termination of your engagement 

with Eduinstyn Learning Pvt Ltd, regardless of the reason for termination of your engagement 

with Eduinstyn Learning Pvt Ltd. 

 

24. AMENDMENTS 

a. The Company reserves the right to amend the terms and conditions related to employment, 

the policies, the rules, and regulations applicable to employees. Such changes would be 

communicated through internal communication to the employees at large. Such changes shall be 

deemed to be part of your employment conditions. All enclosures herewith are deemed part of your 

employment agreement with the Company. 

 

25. EXCLUSIVE JURISDICTION 

a. Your employment and conditions of employment are exclusively governed by the laws of India 

and the courts of Bangalore shall have the exclusive jurisdiction on any dispute arising on matters 

related to your employment. 

 

26. SEVERABILITY 
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a. If any part of this agreement is held invalid, void, or unenforceable, the remainder of the terms 

shall continue to be fully enforceable minus the portion which is not enforceable. 

 

 

CONFIRMATION OF ACCEPTANCE 

We request you to complete and return a copy of this letter as a token of written 

acceptance of this offer. If we do not receive a written acceptance as above from you within 7 days 

of the date of this letter, we shall assume that you do not wish to take up this offer of employment 

and our offer will lapse automatically. We sincerely hope that you will accept this appointment and 

look forward to having you onboard. 

 

Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 

 

 

ANNEXURE-1 

 
THE CTC PROVIDED BY THE COMPANY WILL BE INR 2,40,000 LPA for 3 months of probation period, 

after probation period the same will be revised to INR 3,00,000 LPA for a period of 3 months 

thereafter. After completion of 6 months in our organization your CTC will be revised to INR 5,00,000 

LPA as fixed component and INR 3,00,000 LPA as the variable component 

 

Subject to deductions for Employee’s contribution to PF, Professional Tax, Income Tax and other 
statutory deductions that may be applicable. • EPFO guidelines for International Worker applicable. • 
Any other relevant Compensation & Benefits related matter shall be governed by the service rules and 

policies in force and applicable from time to time. • As per IT Act, it is mandatory for all individuals 
working in India whose receipts are subject to deduction of tax at source (the deducted) to furnish his/ 

her PAN details to the deductor (Company), failing which the deductor (Company) w.e.f. April 2010 will 

deduct Tax at Source at rates higher than normal as per norms. 
 

Sl no Salary Breakup Total Monthly 

1 Basic Salary     1,20,000.00           10,000.00  

2 Dearness Allowance        36,000.00             3,000.00  

3 House Rent Allowance        60,000.00             5,000.00  

4 Special Allowance        24,000.00             2,000.00  

  Gross Salary     2,40,000.00           20,000.00  

        

1 Professional Tax          2,400.00                200.00  

2 Income tax - TDS                      -                           -    

  Total Deductions          2,400.00                200.00  

        

  Net Salary     2,37,600.00           19,800.00  

 

 
Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 
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Dear PRAGATHI M J 

Appointment letter 

Bangalore 

Further to your recent interview, conditional on and subject to no adverse findings arising 

from any of the employee background verification checks, required to be carried out by the 

Organization, I am pleased to offer you the following employment with Eduinstyn Learning Pvt Ltd, 

with a commencement date of 02/14/2022(Month/date/year). Please report to the undersigned 

on 02/14/2022(Month/date/year) will carry an annual CTC of INR 2,40,000/- at 11:00 AM at our 

office address - 675, 9th Main Rd, Sector 7, HSR Layout, Bengaluru, Karnataka based on the terms 

and conditions stated herein. This offer letter upon written acceptance by you shall be deemed as an 

Employment Agreement. 

1. BACKGROUND CHECKS AND REFERENCE CHECKS

a. During the term of your employment, you may also be subject to the same / similar / other

background verification checks being repeated at such intervals as may be determined solely by the 

Company. In the event that there are any adverse findings that arise during the course of or as a 

result of such background verification checks, you may be subject to disciplinary proceedings up to 

and including but not limited to termination of your employment. For the purpose of obtaining your 

present employer’s reference, you agree that your written acceptance will constitute your 

permission to write for reference checks. 

2. PROBATION

a. You will be on probation for a period of 15 days during which your performance shall be

reviewed by the Company. In case of unsatisfactory performance your probation may be ended or 

extended subject to additional conditions. 

b. Upon successful completion of the probation period without any extension you shall be

deemed to have been confirmed in the services of the Company as permanent Employee automatic. 

c. Upon your successful completion of probation period and becoming a regular employee, you

are required to work with us for a minimum tenure of 12 months from the date of confirmation. At 

any point in time if you wish to leave the company due to reasons of your own, you will have to pay 

a compensation amounting to 1 month’s total pay. 

d. NOTE: If you were hired as Trainee/Intern before for a period up to 3 months/6 Months.

The Probationary will be considered as void. 

3. JOB TITLE: Manger-Sales
As a term of your employment from time to time you may be required to undertake such 

other duties as they may be commensurate with the business needs of the Company. 

4. COMPENSATION

a. Your remuneration shall be as per Annexure titled “Annexure-1”.
b. Salary is subject to Income Tax and other statutory deductions and will be paid into a bank

account indicated by you. 

c. You will receive a monthly pay statement detailing gross pay and deductions. Any subsequent

changes to your salary will be highlighted in that statement. 
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d. Periodically your performance will be reviewed. If a performance award (bonus) is applicable,

it will usually be paid subject to your performance appraisal, ratings and company performance and 

other such criteria at payout intervals determined by the Company. 

e. In the event of an Income tax liability or any other tax liability or any statutory charges arising

as a result of your employment with the Company, these will be borne by yourself, and Company 

shall in no event be liable for payment of these taxes or any other charges of this nature for the 

period of your employment or after cessation of your employment with the Company. 

5. SALARY REVISIONS

a. The Company may undertake a periodic review of salaries, and will notify you of any

amendments which are to be applied. Such reviews will take due consideration of, amongst other 

things, inflationary, deflationary, market and other economic pressures impacting the company and 

the staff. 

6. DEDUCTIONS FROM PAY

a. When your employment ends, if the number of annual leaves you have taken exceeds your

entitlement, an appropriate deduction will be made from your full and final payout. 

b. Any leave balance outstanding in your name may be encashed subject to the Leave

encashment Policy applicable. 

c. If you are summarily dismissed, or you leave the Company without giving due notice under

your contract of employment, your entitlement to holiday pay ends with the date of termination. 

7. HOURS OF WORK

a. Your usual working hours shall be 8 hours excluding the breaks. However, you may be required

to put in additional hours as and when there is a business requirement. 

b. The business working days of the Company 6 Days a week. For any Shift working, the Company

shall inform you reasonably in advance. 

8. ADDITIONAL HOURS

a. Subject to your role qualifying for overtime under applicable statutory provisions if occasions

so arise when you may be required to work additional hours beyond normal hours. 

9. LEAVES

a. The Company’s holiday year runs from the first day of January to the last day of December in
the same year. 

b. In a Year, you are entitled to 15 days of earned leave, 6 days of casual leave and 6 days of sick

leave. This should be informed and approved by HR, AVP & VP/Head of the Department 15 days 

prior to the leaves. 

c. Please refer to the detailed Leave Policy upon joining.

d. No salary will be paid for periods of unauthorized absence. Unauthorized absence for a period

of more than 3 days shall result in termination of employment on grounds of abandonment of 

employment. 

e. Subject to conditions prescribed by the law, Maternity Leave for a period of 6 months shall be

available to women employees who have worked for a period of minimum of 80 days. 

10. PLACE OF WORK AND MOBILITY

a. Your usual location of work will be Bangalore. However, you may be required from time to

time to work at or from any office or location of the Company or within different companies 
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affiliated to Eduinstyn Learning Pvt Ltd. A change of your place of residence may be required from 

time to time and you may be transferred from one city to another for the business needs of the 

Company. In case of transfer, your transfer shall be subject to the Relocation Policy. 

 

11. RETIREMENT 

a. Normal retirement in the company is at age 58. Your employment will terminate automatically 

at the end of the month in which your 58th birthday occurs, unless you are otherwise advised by 

individual notice. You may also be retired earlier if found to be medically unfit or suffer any other 

incapacity that may impact on the effective performance of your services. 

 

12. RULES AND REGULATIONS 

a. Eduinstyn Learning Pvt Ltd is a business based on integrity and mutual trust. To maintain and 

safeguard the trust and confidence of customers and the public certain ethical principles and 

standards of conduct have to be maintained. 

b. In addition to any requirement under the Code of Conduct, you are also required as a 

condition of continued employment to disclose to Eduinstyn Learning Pvt Ltd immediately and 

without any delay, any instance of you being arrested or charged or convicted of any criminal 

offence(s) and / or being declared bankrupt during the course of your employment. Failure to 

disclose such information may result in disciplinary proceedings up to and including but not limited 

to termination of employment. 

c. Other specific rules and regulations will be notified by the Company from time to time. 

d. Policies, Code of Conduct, rules, and regulations may be amended from time to time. You are 

required to keep yourself updated on such changes. 

 

13. CONFIDENTIALITY 

a. As a condition of employment, you are required to sign and return the Non-Disclosure 

Agreement in Annexure that pledges confidentiality on all business matters pertaining to Eduinstyn 

Learning Pvt Ltd, its subsidiaries, the company, and its customers. A breach of confidentiality is a 

material breach and may result in disciplinary proceedings including but not limited to injunction, 

termination of employment or claims of damages. 

 

14. PROTECTION OF PERSONAL DATA 

a. Eduinstyn Learning Pvt Ltd adopts industry standard software for maintenance of employee 

and customer data and Personal data of employees and customer data. Such data may be processed 

for human resources administration purposes, including payroll administration, career development, 

performance and health and safety administration and such business and operational needs. 

b. In order to process your personal data, the Company needs your consent. A format of such 

consent is enclosed with this letter. 

c. We request you to read and confirm your consent and return the Consent to us. Access to 

information systems and your personal data will be protected in accordance with our standard 

practices. 

 

15. USE OF SOFTWARE AND SYSTEMS ACCESS 

a. You are required to follow policies, rules and procedures laid down by the Company in this 

letter and those subsequently notified by the Company. 

 

 

16. DATA PROTECTION 
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a. Under the Company’s policies, you have a responsibility to ensure that all personal data, 

confidential information you process or process, is kept protected. Unauthorized disclosure of 

personal data of anyone, yourself, your colleagues, vendors, or customers is a material breach and 

may result in disciplinary action including but not limited to termination of employment and other 

actions as may be necessary under the applicable laws governing data protection. Therefore, you 

must ensure that you do the following in addition to all other guidance regarding data protection 

you may receive from the Company from time to time: 

b. Do not disclose personal data without authority 

c. Do not access information or systems not directly relevant to each task Do not treat personal 

data carelessly 

d. Lock all printouts away when not in use 

e. Do not disclose your computer password to any unauthorized person. 

f. Under the Company’s policies, it is important that the Company’s internal, restricted, or highly 

restricted personal records are maintained as accurately as possible. Hence, you must notify the 

Company in writing of any change in your personal circumstances, such as your address, marital 

status, birth of children, attainment of professional qualifications, and so forth. 

 

17. Performance Improvement Plan 

During this period, you are required to adhere and deliver the KPI (Key performance indicators) 

which will be communicated to you as and when this is being implemented 

 

18. TERMINATION OF YOUR EMPLOYMENT BY THE COMPANY 

a. Post confirmation, you may be terminated on the grounds of misconduct, breach of 

employment terms or policies, breach of laws. 

b. In the event of misconduct, breach of policies, Code of Conduct, involvement in any criminal 

activity of sexual harassment incident or similar such reasons, the notice period of one month shall 

not apply and services may require to be terminated at shorter notice. 

c. Notice of Termination may be handed to you personally, by email or sent to your last recorded 

address. The Company reserves the right to ask that you no longer work at your office location for 

the duration of your notice period in case circumstances so require. 

 

19. TERMINATION OF EMPLOYMENT BY YOU 

a. During probation, you are required to give the company at least one calendar months’ notice 

in writing. Post confirmation, you are required to give the company a minimum of 1 months’ notice 

in writing. Where a notice period as per terms of employment is not served, pay in lieu of notice 

period would be reduced from the final settlement dues to the employee. Upon immediate 

termination of employment by you, you will have to compensate by paying an amount equal to 2 

months’ salary to the Company in lieu of the notice period. 

b. Violation during Notice Period: During notice period you are expected to adhere to all the KPIs 

and perform to the best of your abilities. In the event that the KPIs are not met, the work and 

compensation will be considered null and void during the notice period and the compensation as per 

clause 19.a will have to be paid by you. 

c. Corollary: If during the notice period, you fail to achieve the KPIs – you have an option to move 

to a “Pay per Conversion” model wherein you will be eligible to receive 30% of the revenue 

generated and received on behalf of the company. 

 

20. RETURN OF ASSETS UPON END OF YOUR ENGAGEMENT 
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a. You shall immediately return all computers, software, access cards, work deliverables, 

completed or work in progress and any other Eduinstyn Learning Pvt Ltd provided property upon 

your end of employment. You shall not make any copies of work products or software or retain any 

of Eduinstyn Learning Pvt Ltd assets in your possession after your employment with Eduinstyn 

Learning Pvt Ltd comes to an end. You understand that a breach of this obligation entitles Eduinstyn 

Learning Pvt Ltd to take civil and criminal actions as applicable for recovery of its assets. 

 

21. INTELLECTUAL PROPERTY RIGHTS IN DELIVERABLES 

a. In consideration of your employment, you agree and hereby assign all intellectual property 

rights copyrights, patents, trademarks, design rights or any other proprietary right and moral rights 

assignable to Eduinstyn Learning Pvt Ltd in all deliverables you create in the course of your 

employment including but not limited to software codes, reports, algorithms, analysis etc. 

b. You shall not retain any copies of the same in your personal computer or mail systems. 

c. You understand that intellectual property is a vital asset for Eduinstyn Learning Pvt Ltd and any 

wrongful disclosure or handling of the same shall result in irreparable loss and injury to Eduinstyn 

Learning Pvt Ltd and allow Eduinstyn Learning Pvt Ltd to prosecute a legal action, claim damages or 

injunctions. 

d. You shall not use third party’s proprietary material or their intellectual property without 

appropriate authorizations and licenses to produce your work deliverables for Eduinstyn Learning 

Pvt Ltd. 

 

22. INDEMNIFICATIONS 

a. You understand that breaching actions of yours such as breach of confidentiality, breach of 

applicable laws, breach of data protection obligations, breach of intellectual property rights may 

cause Eduinstyn Learning Pvt Ltd financial, reputational or goodwill loss, hence you shall at all times 

indemnify Eduinstyn Learning Pvt Ltd, its directors, third parties and employees from and against any 

claims, losses or damages arising from your breaches or unlawful activities. 

 

23. NON -SOLICITATION 

a. You shall not directly or indirectly induce, influence, coerce, solicit any of Eduinstyn Learning 

Pvt Ltd’s customers or employees. This restriction applies during your tenure with Eduinstyn 

Learning Pvt Ltd and for a duration of two years after termination of your engagement 

with Eduinstyn Learning Pvt Ltd, regardless of the reason for termination of your engagement 

with Eduinstyn Learning Pvt Ltd. 

 

24. AMENDMENTS 

a. The Company reserves the right to amend the terms and conditions related to employment, 

the policies, the rules, and regulations applicable to employees. Such changes would be 

communicated through internal communication to the employees at large. Such changes shall be 

deemed to be part of your employment conditions. All enclosures herewith are deemed part of your 

employment agreement with the Company. 

 

25. EXCLUSIVE JURISDICTION 

a. Your employment and conditions of employment are exclusively governed by the laws of India 

and the courts of Bangalore shall have the exclusive jurisdiction on any dispute arising on matters 

related to your employment. 

 

26. SEVERABILITY 
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a. If any part of this agreement is held invalid, void, or unenforceable, the remainder of the terms 

shall continue to be fully enforceable minus the portion which is not enforceable. 

 

 

CONFIRMATION OF ACCEPTANCE 

We request you to complete and return a copy of this letter as a token of written 

acceptance of this offer. If we do not receive a written acceptance as above from you within 7 days 

of the date of this letter, we shall assume that you do not wish to take up this offer of employment 

and our offer will lapse automatically. We sincerely hope that you will accept this appointment and 

look forward to having you onboard. 

 

Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 

 

 

ANNEXURE-1 

 
THE CTC PROVIDED BY THE COMPANY WILL BE INR 2,40,000 LPA for 3 months of probation period, 

after probation period the same will be revised to INR 3,00,000 LPA for a period of 3 months 

thereafter. After completion of 6 months in our organization your CTC will be revised to INR 5,00,000 

LPA as fixed component and INR 3,00,000 LPA as the variable component 

 

Subject to deductions for Employee’s contribution to PF, Professional Tax, Income Tax and other 
statutory deductions that may be applicable. • EPFO guidelines for International Worker applicable. • 
Any other relevant Compensation & Benefits related matter shall be governed by the service rules and 

policies in force and applicable from time to time. • As per IT Act, it is mandatory for all individuals 
working in India whose receipts are subject to deduction of tax at source (the deducted) to furnish his/ 

her PAN details to the deductor (Company), failing which the deductor (Company) w.e.f. April 2010 will 

deduct Tax at Source at rates higher than normal as per norms. 
 

Sl no Salary Breakup Total Monthly 

1 Basic Salary     1,20,000.00           10,000.00  

2 Dearness Allowance        36,000.00             3,000.00  

3 House Rent Allowance        60,000.00             5,000.00  

4 Special Allowance        24,000.00             2,000.00  

  Gross Salary     2,40,000.00           20,000.00  

        

1 Professional Tax          2,400.00                200.00  

2 Income tax - TDS                      -                           -    

  Total Deductions          2,400.00                200.00  

        

  Net Salary     2,37,600.00           19,800.00  

 

 
Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 
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Dear ARUN AJAY 

Appointment letter 

Bangalore 

Further to your recent interview, conditional on and subject to no adverse findings arising 

from any of the employee background verification checks, required to be carried out by the 

Organization, I am pleased to offer you the following employment with Eduinstyn Learning Pvt Ltd, 

with a commencement date of 02/14/2022(Month/date/year). Please report to the undersigned 

on 02/14/2022(Month/date/year) will carry an annual CTC of INR 2,40,000/- at 11:00 AM at our 

office address - 675, 9th Main Rd, Sector 7, HSR Layout, Bengaluru, Karnataka based on the terms 

and conditions stated herein. This offer letter upon written acceptance by you shall be deemed as an 

Employment Agreement. 

1. BACKGROUND CHECKS AND REFERENCE CHECKS

a. During the term of your employment, you may also be subject to the same / similar / other

background verification checks being repeated at such intervals as may be determined solely by the 

Company. In the event that there are any adverse findings that arise during the course of or as a 

result of such background verification checks, you may be subject to disciplinary proceedings up to 

and including but not limited to termination of your employment. For the purpose of obtaining your 

present employer’s reference, you agree that your written acceptance will constitute your 

permission to write for reference checks. 

2. PROBATION

a. You will be on probation for a period of 15 days during which your performance shall be

reviewed by the Company. In case of unsatisfactory performance your probation may be ended or 

extended subject to additional conditions. 

b. Upon successful completion of the probation period without any extension you shall be

deemed to have been confirmed in the services of the Company as permanent Employee automatic. 

c. Upon your successful completion of probation period and becoming a regular employee, you

are required to work with us for a minimum tenure of 12 months from the date of confirmation. At 

any point in time if you wish to leave the company due to reasons of your own, you will have to pay 

a compensation amounting to 1 month’s total pay. 

d. NOTE: If you were hired as Trainee/Intern before for a period up to 3 months/6 Months.

The Probationary will be considered as void. 

3. JOB TITLE: Manger-Sales
As a term of your employment from time to time you may be required to undertake such 

other duties as they may be commensurate with the business needs of the Company. 

4. COMPENSATION

a. Your remuneration shall be as per Annexure titled “Annexure-1”.
b. Salary is subject to Income Tax and other statutory deductions and will be paid into a bank

account indicated by you. 

c. You will receive a monthly pay statement detailing gross pay and deductions. Any subsequent

changes to your salary will be highlighted in that statement. 
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d. Periodically your performance will be reviewed. If a performance award (bonus) is applicable,

it will usually be paid subject to your performance appraisal, ratings and company performance and 

other such criteria at payout intervals determined by the Company. 

e. In the event of an Income tax liability or any other tax liability or any statutory charges arising

as a result of your employment with the Company, these will be borne by yourself, and Company 

shall in no event be liable for payment of these taxes or any other charges of this nature for the 

period of your employment or after cessation of your employment with the Company. 

5. SALARY REVISIONS

a. The Company may undertake a periodic review of salaries, and will notify you of any

amendments which are to be applied. Such reviews will take due consideration of, amongst other 

things, inflationary, deflationary, market and other economic pressures impacting the company and 

the staff. 

6. DEDUCTIONS FROM PAY

a. When your employment ends, if the number of annual leaves you have taken exceeds your

entitlement, an appropriate deduction will be made from your full and final payout. 

b. Any leave balance outstanding in your name may be encashed subject to the Leave

encashment Policy applicable. 

c. If you are summarily dismissed, or you leave the Company without giving due notice under

your contract of employment, your entitlement to holiday pay ends with the date of termination. 

7. HOURS OF WORK

a. Your usual working hours shall be 8 hours excluding the breaks. However, you may be required

to put in additional hours as and when there is a business requirement. 

b. The business working days of the Company 6 Days a week. For any Shift working, the Company

shall inform you reasonably in advance. 

8. ADDITIONAL HOURS

a. Subject to your role qualifying for overtime under applicable statutory provisions if occasions

so arise when you may be required to work additional hours beyond normal hours. 

9. LEAVES

a. The Company’s holiday year runs from the first day of January to the last day of December in
the same year. 

b. In a Year, you are entitled to 15 days of earned leave, 6 days of casual leave and 6 days of sick

leave. This should be informed and approved by HR, AVP & VP/Head of the Department 15 days 

prior to the leaves. 

c. Please refer to the detailed Leave Policy upon joining.

d. No salary will be paid for periods of unauthorized absence. Unauthorized absence for a period

of more than 3 days shall result in termination of employment on grounds of abandonment of 

employment. 

e. Subject to conditions prescribed by the law, Maternity Leave for a period of 6 months shall be

available to women employees who have worked for a period of minimum of 80 days. 

10. PLACE OF WORK AND MOBILITY

a. Your usual location of work will be Bangalore. However, you may be required from time to

time to work at or from any office or location of the Company or within different companies 
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affiliated to Eduinstyn Learning Pvt Ltd. A change of your place of residence may be required from 

time to time and you may be transferred from one city to another for the business needs of the 

Company. In case of transfer, your transfer shall be subject to the Relocation Policy. 

 

11. RETIREMENT 

a. Normal retirement in the company is at age 58. Your employment will terminate automatically 

at the end of the month in which your 58th birthday occurs, unless you are otherwise advised by 

individual notice. You may also be retired earlier if found to be medically unfit or suffer any other 

incapacity that may impact on the effective performance of your services. 

 

12. RULES AND REGULATIONS 

a. Eduinstyn Learning Pvt Ltd is a business based on integrity and mutual trust. To maintain and 

safeguard the trust and confidence of customers and the public certain ethical principles and 

standards of conduct have to be maintained. 

b. In addition to any requirement under the Code of Conduct, you are also required as a 

condition of continued employment to disclose to Eduinstyn Learning Pvt Ltd immediately and 

without any delay, any instance of you being arrested or charged or convicted of any criminal 

offence(s) and / or being declared bankrupt during the course of your employment. Failure to 

disclose such information may result in disciplinary proceedings up to and including but not limited 

to termination of employment. 

c. Other specific rules and regulations will be notified by the Company from time to time. 

d. Policies, Code of Conduct, rules, and regulations may be amended from time to time. You are 

required to keep yourself updated on such changes. 

 

13. CONFIDENTIALITY 

a. As a condition of employment, you are required to sign and return the Non-Disclosure 

Agreement in Annexure that pledges confidentiality on all business matters pertaining to Eduinstyn 

Learning Pvt Ltd, its subsidiaries, the company, and its customers. A breach of confidentiality is a 

material breach and may result in disciplinary proceedings including but not limited to injunction, 

termination of employment or claims of damages. 

 

14. PROTECTION OF PERSONAL DATA 

a. Eduinstyn Learning Pvt Ltd adopts industry standard software for maintenance of employee 

and customer data and Personal data of employees and customer data. Such data may be processed 

for human resources administration purposes, including payroll administration, career development, 

performance and health and safety administration and such business and operational needs. 

b. In order to process your personal data, the Company needs your consent. A format of such 

consent is enclosed with this letter. 

c. We request you to read and confirm your consent and return the Consent to us. Access to 

information systems and your personal data will be protected in accordance with our standard 

practices. 

 

15. USE OF SOFTWARE AND SYSTEMS ACCESS 

a. You are required to follow policies, rules and procedures laid down by the Company in this 

letter and those subsequently notified by the Company. 

 

 

16. DATA PROTECTION 
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a. Under the Company’s policies, you have a responsibility to ensure that all personal data, 

confidential information you process or process, is kept protected. Unauthorized disclosure of 

personal data of anyone, yourself, your colleagues, vendors, or customers is a material breach and 

may result in disciplinary action including but not limited to termination of employment and other 

actions as may be necessary under the applicable laws governing data protection. Therefore, you 

must ensure that you do the following in addition to all other guidance regarding data protection 

you may receive from the Company from time to time: 

b. Do not disclose personal data without authority 

c. Do not access information or systems not directly relevant to each task Do not treat personal 

data carelessly 

d. Lock all printouts away when not in use 

e. Do not disclose your computer password to any unauthorized person. 

f. Under the Company’s policies, it is important that the Company’s internal, restricted, or highly 

restricted personal records are maintained as accurately as possible. Hence, you must notify the 

Company in writing of any change in your personal circumstances, such as your address, marital 

status, birth of children, attainment of professional qualifications, and so forth. 

 

17. Performance Improvement Plan 

During this period, you are required to adhere and deliver the KPI (Key performance indicators) 

which will be communicated to you as and when this is being implemented 

 

18. TERMINATION OF YOUR EMPLOYMENT BY THE COMPANY 

a. Post confirmation, you may be terminated on the grounds of misconduct, breach of 

employment terms or policies, breach of laws. 

b. In the event of misconduct, breach of policies, Code of Conduct, involvement in any criminal 

activity of sexual harassment incident or similar such reasons, the notice period of one month shall 

not apply and services may require to be terminated at shorter notice. 

c. Notice of Termination may be handed to you personally, by email or sent to your last recorded 

address. The Company reserves the right to ask that you no longer work at your office location for 

the duration of your notice period in case circumstances so require. 

 

19. TERMINATION OF EMPLOYMENT BY YOU 

a. During probation, you are required to give the company at least one calendar months’ notice 

in writing. Post confirmation, you are required to give the company a minimum of 1 months’ notice 

in writing. Where a notice period as per terms of employment is not served, pay in lieu of notice 

period would be reduced from the final settlement dues to the employee. Upon immediate 

termination of employment by you, you will have to compensate by paying an amount equal to 2 

months’ salary to the Company in lieu of the notice period. 

b. Violation during Notice Period: During notice period you are expected to adhere to all the KPIs 

and perform to the best of your abilities. In the event that the KPIs are not met, the work and 

compensation will be considered null and void during the notice period and the compensation as per 

clause 19.a will have to be paid by you. 

c. Corollary: If during the notice period, you fail to achieve the KPIs – you have an option to move 

to a “Pay per Conversion” model wherein you will be eligible to receive 30% of the revenue 

generated and received on behalf of the company. 

 

20. RETURN OF ASSETS UPON END OF YOUR ENGAGEMENT 
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a. You shall immediately return all computers, software, access cards, work deliverables, 

completed or work in progress and any other Eduinstyn Learning Pvt Ltd provided property upon 

your end of employment. You shall not make any copies of work products or software or retain any 

of Eduinstyn Learning Pvt Ltd assets in your possession after your employment with Eduinstyn 

Learning Pvt Ltd comes to an end. You understand that a breach of this obligation entitles Eduinstyn 

Learning Pvt Ltd to take civil and criminal actions as applicable for recovery of its assets. 

 

21. INTELLECTUAL PROPERTY RIGHTS IN DELIVERABLES 

a. In consideration of your employment, you agree and hereby assign all intellectual property 

rights copyrights, patents, trademarks, design rights or any other proprietary right and moral rights 

assignable to Eduinstyn Learning Pvt Ltd in all deliverables you create in the course of your 

employment including but not limited to software codes, reports, algorithms, analysis etc. 

b. You shall not retain any copies of the same in your personal computer or mail systems. 

c. You understand that intellectual property is a vital asset for Eduinstyn Learning Pvt Ltd and any 

wrongful disclosure or handling of the same shall result in irreparable loss and injury to Eduinstyn 

Learning Pvt Ltd and allow Eduinstyn Learning Pvt Ltd to prosecute a legal action, claim damages or 

injunctions. 

d. You shall not use third party’s proprietary material or their intellectual property without 

appropriate authorizations and licenses to produce your work deliverables for Eduinstyn Learning 

Pvt Ltd. 

 

22. INDEMNIFICATIONS 

a. You understand that breaching actions of yours such as breach of confidentiality, breach of 

applicable laws, breach of data protection obligations, breach of intellectual property rights may 

cause Eduinstyn Learning Pvt Ltd financial, reputational or goodwill loss, hence you shall at all times 

indemnify Eduinstyn Learning Pvt Ltd, its directors, third parties and employees from and against any 

claims, losses or damages arising from your breaches or unlawful activities. 

 

23. NON -SOLICITATION 

a. You shall not directly or indirectly induce, influence, coerce, solicit any of Eduinstyn Learning 

Pvt Ltd’s customers or employees. This restriction applies during your tenure with Eduinstyn 

Learning Pvt Ltd and for a duration of two years after termination of your engagement 

with Eduinstyn Learning Pvt Ltd, regardless of the reason for termination of your engagement 

with Eduinstyn Learning Pvt Ltd. 

 

24. AMENDMENTS 

a. The Company reserves the right to amend the terms and conditions related to employment, 

the policies, the rules, and regulations applicable to employees. Such changes would be 

communicated through internal communication to the employees at large. Such changes shall be 

deemed to be part of your employment conditions. All enclosures herewith are deemed part of your 

employment agreement with the Company. 

 

25. EXCLUSIVE JURISDICTION 

a. Your employment and conditions of employment are exclusively governed by the laws of India 

and the courts of Bangalore shall have the exclusive jurisdiction on any dispute arising on matters 

related to your employment. 

 

26. SEVERABILITY 
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a. If any part of this agreement is held invalid, void, or unenforceable, the remainder of the terms 

shall continue to be fully enforceable minus the portion which is not enforceable. 

 

 

CONFIRMATION OF ACCEPTANCE 

We request you to complete and return a copy of this letter as a token of written 

acceptance of this offer. If we do not receive a written acceptance as above from you within 7 days 

of the date of this letter, we shall assume that you do not wish to take up this offer of employment 

and our offer will lapse automatically. We sincerely hope that you will accept this appointment and 

look forward to having you onboard. 

 

Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 

 

 

ANNEXURE-1 

 
THE CTC PROVIDED BY THE COMPANY WILL BE INR 2,40,000 LPA for 3 months of probation period, 

after probation period the same will be revised to INR 3,00,000 LPA for a period of 3 months 

thereafter. After completion of 6 months in our organization your CTC will be revised to INR 5,00,000 

LPA as fixed component and INR 3,00,000 LPA as the variable component 

 

Subject to deductions for Employee’s contribution to PF, Professional Tax, Income Tax and other 
statutory deductions that may be applicable. • EPFO guidelines for International Worker applicable. • 
Any other relevant Compensation & Benefits related matter shall be governed by the service rules and 

policies in force and applicable from time to time. • As per IT Act, it is mandatory for all individuals 
working in India whose receipts are subject to deduction of tax at source (the deducted) to furnish his/ 

her PAN details to the deductor (Company), failing which the deductor (Company) w.e.f. April 2010 will 

deduct Tax at Source at rates higher than normal as per norms. 
 

Sl no Salary Breakup Total Monthly 

1 Basic Salary     1,20,000.00           10,000.00  

2 Dearness Allowance        36,000.00             3,000.00  

3 House Rent Allowance        60,000.00             5,000.00  

4 Special Allowance        24,000.00             2,000.00  

  Gross Salary     2,40,000.00           20,000.00  

        

1 Professional Tax          2,400.00                200.00  

2 Income tax - TDS                      -                           -    

  Total Deductions          2,400.00                200.00  

        

  Net Salary     2,37,600.00           19,800.00  

 

 
Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 
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From: Goyal, Isha ( AP), Vodafone Idea [mailto:isha.goyal@vodafoneidea.com]
Sent: Monday, November 22, 2021 at 3:17 PM
To: Abhiram P L  <ABHIRAM.20202MBA0392@presidencyuniversity.in>
Cc: Mr. Sudip Dhar - DGM -Career Service & Industry Connect <sudipdhar@presidencyuniversity.in>; Chaudhuri, 
Sumanta ( AP), Vodafone Idea <Sumanta.Chaudhuri@vodafoneidea.com>;  umar, Sanjeev ( AP), Vodafone Idea
<sanjeev.kumar5@vodafoneidea.com>
Subject: Letter of Intent : Vodafone Idea Ltd (Management Trainees)

To,
Abhiram P L 
Presidency University, Bangalore. 

Congratulations! Welcome to Vodafone Idea Limited!

With reference to your application and subsequent selection process, we are pleased to include you as part of the 
Management  Trainee Program in our Organization.

On joining, you shall be designated as Management Trainee in the Sales function. Your place of posting will be  informed 
later.

We are enclosing the details of your compensation package of Rs. 5,50,000/annum along with this letter of intent. A formal 
letter of appointment stating the terms of employment will be issued to you upon you joining us. 

This Letter of Intent is subject to you satisfying the following:

Firefox https://outlook.office.com/mail/inbox/id/AAQkADAwMzkwOTYxLTA...

1 of 2 10-Dec-21,9:30PM

1. Your clearance of the Pre-employment Medical Examination by a Medical Officer designated by the company
2. A positive Background verification of your educational qualification(s) and employment check (if applicable).
3. Your passing of the final semester exams

Kindly accept this letter indicating your acceptance of our terms and conditions by today, end of the day. You are requested
to submit the self-attested copy of documents mentioned below on or before your joining day.

· Documentary evidence of date of birth (PAN Card, Voter ID)
· Attested copy of all Educational Qualifications (SSC, HSC, Graduate/MBA Degree/Diploma)
· Four passport size photographs (against a white background only)
· PAN Card copy

Please note that all the above documents and information provided by you form the basis of your representation and our
offer, and the same shall be subject to verification as may be required by the Company from time to time. By acceptance of
this Letter of Intent, you hereby confirm that you are not subject to any ongoing restrictions or obligations, which would
prevent or otherwise place limitations on your ability to join us from your designated start date.

We wish you the best and believe that you will have a fruitful and successful career with us.



Annexure : Compensation Details
Rupees per Month Rupees

per
Annum

Monthly
Component (A)
Basic Salary 15,942 191,304
Management
Allowance

13,262 159,145

HRA @ 50% of
Basic

7,971 95,652

Retirals (B)
Provident Fund
@ 12% of Basic

1,913 22,956

Gratuity @
4.81% of Basic

767 9,204

Total Fixed Pay
(A+B)

39,855 478,261

Variable Target
(C)
Variable Target
Pay#

5978 71,739 Variable
Pay is
@ 15%
of Fixed
Pay

Target CTC
(A+B+C)

45833 550000

* Payout as per applicable Annual Variable Pay Plan Policy

# Management Allowance & Target Variable Pay, inclusive of statutory bonus, if any, applicable under statute.

As discussed and agreed under your contract of employment with Vodafone Idea Limited, it is hereby confirmed that in the
compensation package the employer contribution of the Provident Fund shall be paid only on the Basic wages as specified
above. Accordingly, to enable you to avail more cash component in hand in CTC, for the retrials component as the PF
contribution and deductions, only the  basic wage is considered and no other allowances, payments made under your terms of
employment should be treated for PF contribution / deduction purposes.

Isha Goyal
HRBP Ops - Karnataka
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Vodafone Idea Limited
(formerly Idea Cellular Limited)
An Aditya Birla Group & Vodafone partnership
Maruthi Infotech centre,
Kormangala intermediate Ring Road, Amar Jyothi Layout, Domlur
Bangalore 560071
M: +91 9953327863| myvi.in



From: Goyal, Isha ( AP), Vodafone Idea [mailto:isha.goyal@vodafoneidea.com]
Sent: Monday, November 22, 2021 at 4:35 PM
To: Mohammed Thousif  <MOHAMMED.20202MBA0495@presidencyuniversity.in>
Cc: Mr. Sudip Dhar - DGM -Career Service & Industry Connect <sudipdhar@presidencyuniversity.in>; Chaudhuri, 
Sumanta ( AP), Vodafone Idea <Sumanta.Chaudhuri@vodafoneidea.com>;  umar, Sanjeev ( AP), Vodafone Idea
<sanjeev.kumar5@vodafoneidea.com>
Subject: Letter of Intent : Vodafone Idea Ltd (Management Trainees)

To,
Mohammed Thousif 
Presidency University, Bangalore. 

Congratulations! Welcome to Vodafone Idea Limited!

With reference to your application and subsequent selection process, we are pleased to include you as part of 
the Management  Trainee Program in our Organization.

On joining, you shall be designated as Management Trainee in the Sales function. Your place of posting will be  
informed later.

We are enclosing the details of your compensation package of Rs. 5,50,000/annum along with this letter of intent. A 
formal letter of appointment stating the terms of employment will be issued to you upon you joining us. 

This Letter of Intent is subject to you satisfying the following:
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1. Your clearance of the Pre-employment Medical Examination by a Medical Officer designated by the company
2. A positive Background verification of your educational qualification(s) and employment check (if applicable).
3. Your passing of the final semester exams

Kindly accept this letter indicating your acceptance of our terms and conditions by today, end of the day. You are requested
to submit the self-attested copy of documents mentioned below on or before your joining day.

· Documentary evidence of date of birth (PAN Card, Voter ID)
· Attested copy of all Educational Qualifications (SSC, HSC, Graduate/MBA Degree/Diploma)
· Four passport size photographs (against a white background only)
· PAN Card copy

Please note that all the above documents and information provided by you form the basis of your representation and our
offer, and the same shall be subject to verification as may be required by the Company from time to time. By acceptance of
this Letter of Intent, you hereby confirm that you are not subject to any ongoing restrictions or obligations, which would
prevent or otherwise place limitations on your ability to join us from your designated start date.

We wish you the best and believe that you will have a fruitful and successful career with us.



Annexure : Compensation Details
Rupees per Month Rupees

per
Annum

Monthly
Component (A)
Basic Salary 15,942 191,304
Management
Allowance

13,262 159,145

HRA @ 50% of
Basic

7,971 95,652

Retirals (B)
Provident Fund
@ 12% of Basic

1,913 22,956

Gratuity @
4.81% of Basic

767 9,204

Total Fixed Pay
(A+B)

39,855 478,261

Variable Target
(C)
Variable Target
Pay#

5978 71,739 Variable
Pay is
@ 15%
of Fixed
Pay

Target CTC
(A+B+C)

45833 550000

* Payout as per applicable Annual Variable Pay Plan Policy

# Management Allowance & Target Variable Pay, inclusive of statutory bonus, if any, applicable under statute.

As discussed and agreed under your contract of employment with Vodafone Idea Limited, it is hereby confirmed that in the
compensation package the employer contribution of the Provident Fund shall be paid only on the Basic wages as specified
above. Accordingly, to enable you to avail more cash component in hand in CTC, for the retrials component as the PF
contribution and deductions, only the  basic wage is considered and no other allowances, payments made under your terms of
employment should be treated for PF contribution / deduction purposes.

Isha Goyal
HRBP Ops - Karnataka
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• Code of Conduct

• Code of Conduct for Prohibition of Insider Trading for the Bank

Please note that you are required to keep the salary & other perquisites / benefits offered to you strictly confidential and

not share information regarding the same with anyone.

This Appointment Letter shall be effective from your actual date of joining with the Bank. You are required to

submit a signed copy of this Appointment Letter on/before the actual date of joining, failing which the

appointment stands withdrawn without any further communication.

Congratulations on your appointment and we wish you a successful career with IDFC FIRST Bank Limited.

Thank You,

For IDFC FIRST Bank Limited

Deepika Mahajan

Head Talent Acquisition & Employer Branding

LETTER OF APPOINTMENT

28-Mar-22
Saloni Swaika
Bangalore

SALONI.20202MBA0237@presidencyuniversity.in
Company ID: 194045

Dear Saloni Swaika 

With reference to our discussion and agreement, we are pleased to extend this letter of appointment ("Appointment 

Letter") to you as "Senior Officer" within Retail Banking - Retail Liabilities at IDFC FIRST Bank Limited (the "Bank"). 

You are expected to join on or before 19/Apr/2022 ("Date of Joining"). Your Total Fixed Pay ("TFP") will be INR. 
3,75,000/- (Rs.Three Lakh Seventy Five Thousand only) per annum. The position is currently based at Bengaluru-

Pride Hulkul Lalbagh Main Rd (Sales Hub)

This appointment is subject to you being medically fit to perform your role effectively. It is also subject to verification, as 
per the norms of the Bank, of information and particulars submitted (electronically or signed) by you, including but not 
limited to Authorization / Undertaking / Declaration Form. Kindly confirm your acceptance to this Appointment Letter by 
uploading a signed and scanned copy of the letter on the authorized joining portal within 5 working days of receipt of this 
Appointment Letter, post which the Appointment Letter stands revoked, as per the discretion of the Bank, and all the 
terms and conditions hereunder shall be null and void, and neither party shall have any obligation in relation thereto. 
Your acceptance to this Appointment Letter shall also mean the acceptance to the terms and conditions mentioned 
herein

You are requested to complete the joining formalities, on the authorized online portal of the Bank and submit the 
documents as required by the Bank.

Your Compensation Details and general terms and conditions for appointment are as per the enclosed Annexure/s

Further, your appointment is subject to your abiding to, in Appointment Letter and spirit,
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•

•

• Email ID: kavanakav1998@gmail.com

Signature:

Date: Authenticated by

•

•

•

Signature:

Date: Authenticated by

Date of Joining the Bank: 19/Apr/2022

Email ID:  SALONI.20202MBA0237@presidencyuniversity.in 

I, Saloni Swaika, son/daughter of ___________________________________ do hereby accept the above and 
confirm / certify the following:
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Annexure 1

COMPENSATION DETAILS

Employee Name

Grade Senior Officer

Business Unit Retail Banking - Retail Liabilities

Location Bengaluru-Pride Hulkul Lalbagh Main Rd (Sales 

Hub)

Component Per Month(In INR.) Per Annum (in INR.)

Basic Salary 6,250 75,000

Flexible Benefit Plan 23,200 2,78,400

Annual Guaranteed Cash (AGC) 29,450 3,53,400

Employer PF 1,800 21,600

Total Fixed Pay (TFP) 31,250 3,75,000

* As per the EPFO notification dated February 28, 2019 and basis the new PF rules, your PF will be as mentioned herein

Notes:

• 1Flexible Benefit Plan (FBP) comprises of HRA, Meal Card, Professional Development Expenses, Communication Expenses,

LTA, Bank's Owned Car / Reimbursement & National Pension Scheme or any other plan applicable as per Bank's policy. The
employee gets to allocate the pool amount under various components as desired. Tax Benefits will be based on declaration &
as per IT law.

• In addition to TFP, Insurance premium is paid by the bank towards your life, accident & medical insurance. This
is a notional premium amount & is not paid in cash to you

• Gratuity will be applicable as per the Payment of Gratuity Act.

• The notice pay reimbursed, joining bonus, relocation expenses and any other amounts, if any, paid, at the time
of joining would be recovered in full, in case of your resignation/separation (whichever is earlier) within twelve
months from the date of joining.

• If the employee resigns within one year of joining IDFC FIRST Bank, he/she would have to pay back a
minimum amount of Rs.15,000 /- back to the company towards joining and training expenses incurred by IDFC
FIRST Bank.

Saloni Swaika 



IDFC FIRST Bank Limited (formerly IDFC Bank Limited)
Naman Chambers, C 32, G Block, Bandra Kurla Complex, Bandra (E), Mumbai 400051 Tel: +91 22 7132 5500 Fax: +91 22 2654 0354

Registered Office: KRM Towers, 7th Floor, No. 1, Harrington Road, Chetpet, Chennai 600031. Tel: +91 44 4564 4000 Fax: +91 44 4564 4022

      CIN: L65110TN2014PLC097792 bank.info@idfcbank.com www.idfcfirstbank.com Page 4 of 13

Annexure 2

GENERAL TERMS AND CONDITIONS

LOCATION

Your joining location will be Bengaluru-Pride Hulkul Lalbagh Main Rd (Sales Hub). However, during your employment

you may be posted / transferred, as per the sole discretion of the Bank to any of the offices / locations/ projects/

divisions/ departments/ units/ subsidiaries/ sister concerns of the Bank, in the interest of the Bank , without any

additional remuneration, with/ without assigning any reasons.

HOURS OF WORK

Actual hours may vary and will be subject to change from time to time; depending on the nature of your work and the 

department you work in.

LEAVE ENTITLEMENT

You shall be eligible for holidays and leave as per the Bank's leave policy, as may be amended from time to time.

TOTAL FIXED PAY (TFP): 

The entitlements of your Total Fixed Pay are subject to the Bank's policy, procedure or guidelines that may be issued

from time to time. All perquisites and benefits including reimbursements are subject to applicable Income Tax and other

related/applicable laws.

PERFORMANCE BONUS/ INCENTIVE PAYMENTS/ INDICATIVE TARGET BONUS

The Bank may, in its absolute discretion, pay you a bonus/ incentive of such amount, at such intervals and subject to

such conditions as determined from time to time, in accordance with the Bank's Policy.

STATUTORY PAYMENTS / DEDUCTIONS

All statutory payments / deductions will be as per the applicable law and maybe changed from time to time based on

changes in the law of the land.

DEDUCTIONS FROM TOTAL FIXED PAY/ANNUAL GROSS REMUNERATION PACKAGE

You agree that, at any time during your employment, or after the effective date of employment, the Bank may deduct,

from your Total Fixed Pay /Annual Gross Remuneration Package/ Bank Account any overpayment made or amounts

owed by you, this includes, but is not limited to, any excess (leave), outstanding loans, advances, relocation expenses,

joining bonus, and the cost of repairing any damage or loss to Bank's property or equipment caused by you. You agree

that, at any time during your employment, or after the effective date of employment, the Bank may recover any shortfall

/loss on account of any negligence or any act of commission by you, while executing your responsibilities.

TAX

You will be fully liable for the payment of Income Tax (or any other applicable taxes) on your total remuneration including

bonuses/ variable pay to the Income Tax authorities including other applicable statutory dues/taxes and this will be your

personal responsibility. The Bank shall deduct any statutory dues/taxes from amounts paid to you, as per applicable

laws.
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MEDICAL FITNESS & VERIFICATION OF PARTICULARS

Your appointment is subject to you being medically fit and continuing to remain fit thereafter. In case you subsequently

develop a critical/chronic illness which restricts you from performing your official duties or in any way put your other

colleagues at risk, you are required to inform Human Resource Department of the Bank (HR) about the same. Your

employment is also subject to your clearing the Personal and Professional Background Verification as per the norms of

the Bank, including your antecedents and document submitted. In case particulars mentioned in your application /

Curriculum Vitae / Resume/ pre employment declaration or any such document are found false or unsatisfactory, your

employment would be liable for termination at the Bank's discretion at any time without any notice or any compensation

in lieu thereof.

RETIREMENT

Normal Retirement Age: You will automatically retire from the employment of the Bank, as the case may be, on attaining

the retirement age of 58 years or as decided by the Bank and unless concluded earlier as per the discretion of the Bank

. By virtue of this clause, you shall not claim a right of employment with the Bank, as your employment is subject to the

terms and conditions laid down by the Bank, as amended from time to time.

COMPLIANCE

In your role at the Bank, it is expected that you will abide and ensure all aspects of compliances, in letter and spirit, 

staying true to the law of the land. You are aware that there are laws against trading securities using material non public

information and you agree to comply with such laws. During the continuance of your employment with the Bank, you are 

expected to comply with the Bank's policies, practices and procedure.

NOTICE PERIOD

Either party may terminate this employment by giving three (3) months' notice ("Notice Period") in writing or payment of

three (3) months Total Fixed Pay (excluding retirals and other non-cash benefits) in lieu of the Notice Period or

proportionate payment thereof in lieu of any shortfall in the Notice Period, acceptance or waiver, which will be at the sole

discretion of the Bank. The Bank reserves the right, in its sole discretion, to waive all or part of this three (3) months'

Notice Period and terminate the employee's employment or relieve the employee from the employment prior to the

conclusion of Notice Period, and in such cases, the employee is liable to make payment of Total Fixed Pay for the

waived off/unserved Notice Period as decided by the Bank. Notwithstanding anything foregoing, in case of waiver of the

Notice Period as per the discretion of the Bank, the Bank shall not be liable to make any payment of salary (in

accordance with the definition of Total Fixed Pay) to the employee in lieu of the waived off Notice Period. To the extent

the Bank does not waive all or part of the Notice Period, the employee shall remain employed throughout the Notice

Period (or portion thereof), or payment in lieu of any unserved Notice Period will be recovered from the employee and

might attract applicable taxes. All applicable taxes once deducted will not be reversed under any circumstances. In case

the last date as per the Notice Period of three (3) months falls on a weekly off or a holiday, the previous working day will

be considered as the Last Working Day ("LWD"), further the same date would be considered for the purpose of

calculation of notice period recovery/payment if necessary.

TERMINATION OF EMPLOYMENT 

• If you absent yourself without authorized leave for continuous five (5) days, or as per norms of the Bank which

may change from time to time, or remain absent beyond the period of leave originally granted or subsequently
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extended by five (5) days, you shall be considered as willfully absconding from your employment and

disciplinary action can be initiated against you at the discretion of the Bank , including termination of your

employment or considering it as voluntarily abandonment of employment by you and concluding your

employment thereof. In case your employment is terminated or concluded under this clause, the Bank shall be

entitled to recover from you such amounts as specified in above Clause (Notice Period) in lieu of the Notice

Period. In addition to the above, the Bank may also claim damages and other reliefs to which it is entitled under

contract, law or equity.

• The Bank reserves the right to terminate your employment/ Appointment Letter if your performance is

determined to be unsatisfactory (as per the Bank's standards), by giving you a three months (3) prior written

notice. In such event, you shall be paid applicable Total Fixed Pay less retirals to which you are entitled as per

this Appointment Letter up to the effective date of termination.

• Your services are liable to be terminated without any notice or payment in lieu thereof for misconduct, without

being exhaustive and without prejudice to the general meaning of the term "misconduct" in the case of

reasonable suspicion of misconduct, fraud, disloyalty, sexual harassment or any such act of breach of yours

that brings disrepute to the Bank, commission of an act involving moral turpitude, any act of indiscipline or

inefficiency, any act of bankruptcy or make any composition or arrangement with your creditors or non-

compliance of any law on your part..

• In the event your employment is terminated by reason of an eventuality caused by (your) death, your

beneficiaries will receive further compensation as deemed fit by the Bank which shall be paid to your

designated beneficiary/nominee provided. However; in cases, where the nominee details are not provided, the

spouse of the employee is considered as the sole nominee for married employees, and parents, as the sole

nominee for unmarried employees. Any further settlement from the Bank would be drawn in the nominee's

name.

• The Bank has the right to terminate your employment for any reasons other than mentioned in the General

Terms and Conditions by giving notice of three (3) months in writing or payment of (3) three months Total Fixed

Pay (excluding retirals and other non-cash benefits) in lieu of Three (3) months' notice.

• You will be covered by the employment rules and regulations including conduct, discipline and administrative

orders and any such other rules or orders of the Bank that may come in force from time to time. The Bank shall

have absolute discretion to reject or refuse to accept your resignation in case of staff accountability or

disciplinary action proceedings are contemplated or pending against you.

NON CONFLICT OF INTEREST AND NO EXTERNAL EMPLOYMENT

You will not, during your employment with the Bank, except with the specific approval of the Bank, undertake other full 

time or part time work for remuneration or work that adversely affect your professional image and integrity as an 

employee of the Bank. 

RECEIPT OF PAYMENTS AND BENEFITS FROM THIRD PARTIES

Subject to the Bank regulations issued and amended from time to time, neither you nor any member of your family, nor 

any company or business entity in which you or they have an interest, are entitled to receive or obtain directly or 

indirectly any payment, discount, rebate, commission or other benefit from third parties in respect of any business 

transacted (whether or not) by you or on behalf of the Bank. If you or, any member of your family or any company or 

business entity in which you or they have an interest, directly or indirectly obtain any such payment, discount, rebate, 
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commission or other benefit you will forthwith account to the Bank for the amount received or the value of the benefit so 

obtained.

INFORMATION, ASSETS AND SYSTEMS

• When you join the Bank, you may have access to phones, e mail, internet and other equipment and systems.

These form part of our IT and communication systems and you will be required to use them in accordance with

the Bank policies relating to them. You should refer to the Code of Conduct for further information on these

policies. You will be responsible for the safe keeping and return in good condition and order of all the properties

of the Bank, which may be in your use, custody, care or charge. For the loss of any property of the Bank in your

possession, the Bank will have a right to assess on its own basis and recover the damages of all such materials

from you and to take such other action as it deems proper in the event of your failure to account for such

material or property to its satisfaction

• Information Security Compliance: All employees are expected to be aware of their responsibility relating to

protection of Information Assets of IDFC FIRST Bank. Accordingly, you are required to familiarise yourself with

the Information Security Policies and Procedures at IDFC FIRST Bank and abide by it in spirit and practice.

CODE OF CONDUCT AND EXPECTED EMPLOYEE CONDUCT

You are bound by the Bank's Code of Conduct and the bank may implement disciplinary procedure if you fail to comply 

with the Code of Conduct and in certain circumstances, this could amount to gross misconduct leading to dismissal. You

are expected to work, while in the employment with the Bank, punctually and diligently employing your best efforts with 

honesty and integrity to protect the interest of the Bank and observing at all times the Bank's terms and conditions of 

employment and the applicable guidelines and regulations.

You are expected to be well groomed and formally dressed at work. 

PROFESSIONAL ETHICS & CONFIDENTIALITY:

• You acknowledge that the business of the Bank is highly competitive and that any information concerning the

Bank's business (including but not limited to strategies, methods, books, records and documents, technical

information concerning its products, equipment, services and processes, customer lists, procurement

procedures, pricing techniques and credit and financial data concerning Bank's customers and business

affiliates) all comprise confidential business information and trade secrets, vital to the business of the Bank.

• Unauthorized disclosure and use of confidential information constitutes a serious misconduct & the Bank shall

be entitled to take appropriate disciplinary and other actions against you including termination of your

employment. The disclosure and use of confidential information of the Bank after the termination of your

relationship with the Bank shall entitle the Bank to initiate appropriate legal proceedings, including but not

limited to seeking an "order of injunction". Where disclosure of confidential information is made by you in

observance of order of a competent court or may be required to made under any applicable law you shall

inform the Bank either before or immediately thereafter the nature and extent of disclosures made and the

circumstances under which those disclosures were required to be made by you.

• You hereby agree that you will not, at any time during or after your employment with the Bank, make any

unauthorized disclosure of any confidential business information or trade secrets of the Bank, or make any use

thereof, except for the benefit of and on behalf of, the Bank. Any disclosure which has not been expressly
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authorized by the Bank shall be called unauthorized disclosure'.

• During the period of your association with the Bank you will safeguard all matters, documents, manuals etc.

relating to the Bank's operations and you will not be permitted to undertake any other business, work of public

office, honorary or remunerative, except with the written permission of the Bank in each case.

DATA PROTECTION

• The Bank may be required to process, transfer and store your personal and sensitive data in any of the other

locations used by the Bank/any of the locations as specified by the Bank.

• By signing this contract, you acknowledge and agree that the Bank is permitted to hold personal information

about you as part of our personnel and other business records and that the Bank may use such information in

the course of its business.

• You agree that the Bank may disclose such information to third parties in the event that such disclosure is, in

our view, required for the proper conduct of our business or that of any associated company. This clause

applies to information held, used or disclosed in any medium.

INTELLECTUAL PROPERTY:

• For the purposes of this clause, Intellectual property means intellectual property of all kinds including, in

particular, patents, inventions, trademarks (and associated goodwill), designs, design right, copyright (including

copyright in computer software), confidential information and know how, database rights, applications for any of

the foregoing, and all other intellectual and industrial property and rights of a similar or corresponding nature in

any part of the world.

• If you (whether alone or with others) shall, during your employment with the Bank, make or create an idea,

method, invention, discovery, design or develop any and all other work either in the course of providing your

services or relating to or capable of being used in those aspects of the businesses of the Bank

(hereinafter called "Works") you shall promptly disclose full details thereof to the Bank and irrespective of

disclosure or non-disclosure by you, all Works, shall belong exclusively to the Bank and you hereby irrevocably

assign the ownership, right, title, interest, ownership of copyrights of such Works and those of any other

derivative works, to the Bank. You will promptly provide to the Bank a complete written disclosure for each such

Works identifying the features or concepts you or the Bank believe to be new or different. You grant to the Bank

an irrevocable, nonexclusive, worldwide, perpetual, paid-up license under these Works (whether now existing or

brought into being in the future).

• The license scope is to make, have made, use, have used, sell, license or transfer items of such Works and to

practice and have practiced methods pertaining to such Works. You are specifically made aware that you will

not be liable to any compensation for such acts of yours, and that any rewards which the Bank may choose to

bestow will not be deemed to confer any rights towards that invention, discovery or improvement in system or

method, for you. You shall promptly upon intimation by the Bank, sign and execute such document, papers,

declarations including deed of assignment as may be required by the Bank from time to time.

• You shall not (except as provided in this Appointment Letter or as may be necessary in the course of your duties

for the Bank) disclose or make use of any Works without the Bank's prior written consent.

INDEMNITY

You shall indemnify the Bank against any loss, damage, proceeding which the Bank might suffer due to any wrongful 
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acts, mala fide acts, negligence and /or gross dereliction of duties on your part. Such indemnity shall not prejudice the 

right of the Bank to terminate your employment on such count or the right of the Bank to seek other remedies which the 

Bank may have to make good the loss or damage. 

FORCE MAJEURE

Notwithstanding anything contained herein, if the regular operations of the Bank are suspended, in full or part , resulting

from unforeseen circumstance or general economic conditions or regulatory, governmental or legal restriction /actions ,

or other general market effects or Acts of God or other cause of similar or different nature including war, outbreak of

epidemic or pandemic beyond the control of the Bank, the Bank may suspend the performance of services by you and

the payment of compensation herewith, during the continuation of such suspension of operations. In addition to the

foregoing the Bank may, by written notice, terminate this Appointment Letter forthwith or change the terms and

conditions of this agreement with no further liability whatsoever.

NON-SOLICITATION AND RESTRICTIVE COVENANT

• You are committed not to hire anyone or engage in any sort of discussion with an employee of IDFC FIRST

Bank or any of its subsidiaries for at least one year from your last working date in IDFC FIRST Bank. This is

applicable even during your period of employment whether approached by the employee or officers of IDFC

FIRST Bank, or by you or by any other intermediary or by any other means whatsoever. This Covenant further

specifically requires that employees or officers of IDFC FIRST Bank or any of its subsidiaries should not be

solicited or encouraged to leave IDFC FIRST Bank or any of its subsidiaries to join the organization which you

may join in any capacity or any of its subsidiaries, joint ventures, affiliates or associates, for a period of one

year from the date of separation from the Bank.

• You agree that during your period of employment with the Bank and for a period of one year from termination or

expiration of your employment with the Bank, you shall not solicit or entice, by any means whatsoever any

client of the Bank. Your agreement "not to solicit" means that you will not, initiate any contact or communication

of any kind whatsoever, for the purposes of inviting, encouraging or requesting any deal/ mandate/ account/

person.to transfer from the Bank to you or to your new employer or to any other person or entity; or to enter into

a new deal/ mandate with you or your new employer or with any other person or entity; or to otherwise

discontinue its patronage and business relationship with the Bank.

• You agree that for a period of six (6) months from termination or expiration of your employment with the Bank,

you shall not work at the capacity of Executive or Non Executive member of the board or any management

position of any supplier, vendor or partner of the Bank.

REVOKING THE APPOINTMENT 

• The Bank reserves the right to revoke the Appointment Letter without any liability of any kind thereof even after

acceptance of this appointment for just cause in the sole opinion of the Bank including but not limited to any

non-compliance of any law on your part or any act or deed on your part, as per the sole opinion of the Bank,

damages the reputation and brand image of the Bank in any manner.

• In the event of a criminal case being filed against you in your personal capacity, the Bank may, at its discretion,

ask you to proceed on leave or suspend your employment till the issue is sorted out and you are acquitted.

During this period, you will be paid as per applicable laws. If convicted, your employment will stand withdrawn.

You may also be placed under suspension pending enquiry into the charges of misconduct or otherwise.
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OTHER TERMS AND CONDITIONS:

• Your date of birth mentioned as per PAN card and any other acceptable statutory document submitted by you

will be deemed to be the conclusive proof of your date of birth.

• As a potential employee and subject to terms and conditions of the appointment, we assume that the

submission of documents and details furnished as part of the documentation procedure which includes

furnishing your personal, academic and professional details are authentic and self-attested duly The Bank will

include these details as a part of your employment information/records as deemed confirmed by you with

respect to accuracy and update of the information.

• As an employee you are responsible to provide correct email ID and phone number and all

communication/information exchange will happen on the same. The email ID and phone number as provided by

you will stand valid for all communication from IDFC FIRST Bank Limited. In case of change in communication

information, you are liable to update the same with the Bank within Seven (7) days of such change. Failing

which, any communication sent on your last recorded address shall be deemed to have been served on you.

The email ID provided by you, until updated with the Bank, shall be considered as one of your unique

identification ID.

• During your employment, you will be subject to the service/employment rules, regulations and policy of the

Bank applicable from time to time.

• The terms and conditions contained herein shall be read along with the instructions, guidelines, policies, etc.

and amendments thereof as presently applicable to you and as may be amended from time to time and as may

be made applicable to you by the Bank subsequently during the course of your employment.

• Any other terms, conditions, stipulations not specifically mentioned herein shall be governed by the Terms and

Conditions of Employment, HR Manual and other policies and procedures of the Bank as presently applicable

and as may be introduced or amended from time to time.

• You shall not during the course of your employment engage, participate, whether directly or indirectly in any

business competitive to the business of the Bank.

• You shall not do anything or cause to do anything, which shall bring dishonor and/or disrepute to the Bank or

engage in unlawful/immoral activities.

• If at any time you are involved in any legal / administrative / quasi- judicial proceeding(s) you shall immediately

inform the Bank the details thereof.

• You shall not at any time use your association with the Bank to gain unfair advantage for personal purposes.

• You shall follow all directions, instructions, guidelines and policies of the Bank issued from time to time in

discharge of your duties.

• In addition to the terms and conditions mentioned herein, you hereby agree that you have read and understood

and shall be abided by the 'Terms and Conditions of Employment 'as available on the intranet portal and your

joining portal and as may be amended from time to time by the Bank at its sole discretion.

WARRANTY

You represent and warrant that you are not subject to any agreement, arrangement, contract, understanding, court order

or otherwise, which in any way directly or indirectly restricts or prohibits you from fully performing the duties of your

employment, or any of them, in accordance with the terms and conditions of this letter.

CHANGE IN TERMS AND CONDITONS 
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• The terms and conditions of the Appointment Letter are subject to revision and change by the Bank, without

notice. The revised terms and conditions shall be applicable and abided by all the employees, effective from the

date of revision or change.

• The present designation and terms of services including your emoluments are subject to change depending

upon work assignment from time to time

DURATION/VALIDITY OF THE APPOINTMENT LETTER: 

• If this Appointment Letter is not accepted by applicant within Five (5) days of receiving the letter, it shall stand

revoked, at the discretion of the Bank, and all terms and conditions considered null and void, and neither party

shall have any obligation in relation thereto.

• It may be noted that this Appointment Letter is to be considered final for all purposes, and supersedes all prior/

contemporaneous letters, discussion, negotiations, commitments, agreements and writings with respect to the

subject matter hereof.

• If any provision of this Appointment Letter is found to be illegal, invalid or unenforceable by the Bank, then such

provision shall be severed from this Appointment Letter and the remaining provisions of shall continue in full

force and effect and operate as if the severed portion had not been included.

GOVERNING LAW

The interpretation and enforcement of this contract shall be governed by and construed in all respects in accordance

with the law of India and the parties submit to the non exclusive jurisdiction of the Mumbai courts.

Accepted & Agreed:

Signature:

Date:
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OUR EMPLOYEE VALUE PROPOSITION

Congratulations! We are delighted to welcome you to the IDFC FIRST Bank family. 

At the IDFC FIRST Bank we aim at giving each employee an opportunity to succeed. You are an integral part of our 

growth story and our success stories are now intertwined.

There's a lot to learn with us, not only the work but also about our culture and values. Our employee value proposition 

below portrays the value and experience you will gain by working at our bank. 

Be part of a winning team.

Drive change with cutting edge technology.

Join a work force that is high on integrity.

Be where growth is not just a number.

Make a social impact, make a difference to the society.

Be dynamic, agile, responsive, bold, disruptive.

We invite you to contribute to building the world's best bank right here in India!

We are excited about you joining the bank and wish you great success in your new role.

Warm Regards

Deepika Mahajan

Head Talent Acquisition and Employer Branding

Human Resource Department.

IDFC FIRST BANK LTD.

Name: Saloni Swaika 

 Date: 28-Mar-2022   

Company ID: 194045 
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Annexure 3

PRE JOINING DOCUMENT CHECKLIST

(TO BE UPLOADED ON THE IDFC FIRST BANK HR SYSTEM)

S.No Document Name Acceptable Proof

1 Permanent Address Proof Passport/Driving License/Voters Id Card

2 Current Address Proof (if 

different from permanent 

address)

Passbook/Rent Agreement

3 Cancelled Cheque for 

Alternate Bank Account

If cheque book is not available, copy of the passbook with account number and address can 

be submitted

4 Employment Documents 

(Only for experienced 

candidates)

Relieving Letter/ Experience letter required for all the employments mentioned on the 

resume.

Kindly note that, relieving letter for the last employment is required to be submitted within 45 

days of joining.

5 Education Documents Mark sheets and certificates for all relevant qualifications, as mentioned on the resume 

6 Resignation proof for last 

employment (Only for 

experienced candidates)

Scanned copy of resignation proof/Resignation Email/ System Screenshot of resignation 

submission

7 Photo High resolution clear passport size photograph with white background is required. This will be

printed on your ID card

8 Driving License (Only for ca Driving License copy can be uploaded

9 Insurance Book (Only for ca Copy of the insurance book can be uploaded

10 RC Book (Only for candidat RC Book copy can be uploaded. In case, you do not own a vehicle, an authority letter is to be

Navigation: Me > Onboarding

11 Accepted Copy of the Appointment Letter with signature of the applicant and acceptance date 



Acknowledged and accepted 

Page 1 of 2 

_______________________ 
Employee’s Signature 

Date: 
Registered Office : FedEx Express Transportation and Supply Chain Services (India) Pvt Ltd. 

   Boomerang, Unit No. 801, Wings A & B1, 8th Floor, Chandivali Farm Road, 

  Andheri East, Mumbai -400 072 CIN: U60231MH2010FTC211583

FedEx Express       Boomerang, Unit No. 801,       Telephone +91 22 6189 7777 

  Transportation & Supply       8th Floor, Wings A & B1       Tollfree 1800 209 6161 

  Chain Services (India) Pvt.    Chandivali Farm Road       fedex .com/in 

  Ltd.       Andheri East, Mumbai, 400 072 

 RC No: RC482987
 

OFFER LETTER 

April 11, 2022 

To,  
Shylesh Gowda S  
No.12, 19Th Cross 
Thigalarapalya, Main Road, 
Near Peenya 2Nd Stage 
Bengaluru Urban, Karnataka, 
560058 

Dear Shylesh, 

With reference to your application and the subsequent interviews you had with us, we are pleased 
to offer you the position of Account Executive-Associate with FedEx Express Transportation and 
Supply Chain Services (India) Pvt. Ltd. (“Company”) at Hyderabad reporting to Manager District 
Sales. 

We are pleased to offer you the following: 

Job Title :      Account Executive-Associate 
Grade  :      S0 
Total Compensation per annum :      525,000/- (paid in Indian Rupees) 

The detailed break-up of your compensation are enclosed. 

You will be based at Hyderabad. 

We look forward to having you on board by May 02, 2022. 

At the time of joining, please submit the following documents. 

1. Photocopy of educational certificates i.e. 10th, 12th and Graduation.

2. Relieving letter from previous employer and copy of last pay slip, if applicable.

3. Appointment letter of previous employment.

4. Address proof and photo id proof.

5. Documentary evidence of Date of Birth

6. PAN



Acknowledged and accepted 
Page 2 of 2 

_______________________ 

Employee’s Signature 
 Registered Office : FedEx Express Transportation and Supply Chain Services (India) Pvt Ltd. 

 Boomerang, Unit No. 801, Wings A & B1, 8th Floor, Chandivali Farm Road, 

 Andheri East, Mumbai -400 072 CIN: U60231MH2010FTC211583    

FedEx Express    Boomerang, Unit No. 801        Telephone +91 22 61897777  

Transportation & Supply      8th Floor, Wings A & B1       Toll Free 1800 209 6161 

Chain Services (India) Pvt.     Chandivali Farm Road       fedex.com/in 

Ltd.    Andheri East, Mumbai, 400 072 

Please note that this offer is subject to the results of the pre-employment medical and background 
checks being found satisfactory.  A detailed employment offer will be issued to you upon joining. 

We are an equal opportunity employer and advancement of employees of the Company is a 
function of their abilities and performance. We place a lot of emphasis on ethical business conduct 
and believe that development of employees is a shared responsibility. We provide the means for 
employees to enhance their capabilities and knowledge and employees are expected to optimally 
utilize these opportunities. 

If this offer is acceptable to you, kindly sign and return the duplicate of this letter in token of your 
acceptance of this offer.  

Yours Faithfully, I accept and will join by 
May 02, 2022 

For FedEx Express TSCS (I) Pvt. Ltd. 

…………………………….. 
Barnali Bhattacharjee  
Manager Human Resources Services Name: 

Place: 
Date: 

Annexure 

This annexure to the offer letter provides the breakup of your Total Salary 

Detailed Break-up of Salary: Shylesh Gowda S 

Your Total Gross Salary Components are as follows: 

 Salary 
Monthly  

Computation 
Annual  

Computation 

Basic Salary 21,875 2,62,500 

Flexible Allowance 19,250 2,31,000 

Employer’s Contribution to PF 2,625 31,500 

 TOTAL Salary 43,750 525,000 

In addition to the above, the Company shall contribute the applicable statutory insurance premium 
under The Employee’s State Insurance Act 1948 for eligible employees.  



Acknowledged and accepted 

Page 1 of 2 

_______________________ 
Employee’s Signature 

Date: 
Registered Office : FedEx Express Transportation and Supply Chain Services (India) Pvt Ltd. 

   Boomerang, Unit No. 801, Wings A & B1, 8th Floor, Chandivali Farm Road, 

  Andheri East, Mumbai -400 072 CIN: U60231MH2010FTC211583

FedEx Express       Boomerang, Unit No. 801,       Telephone +91 22 6189 7777 

  Transportation & Supply       8th Floor, Wings A & B1       Tollfree 1800 209 6161 

  Chain Services (India) Pvt.    Chandivali Farm Road       fedex .com/in 

  Ltd.       Andheri East, Mumbai, 400 072 

RC No: RC482988

OFFER LETTER 

April 11, 2022 

To,  
Rishipriya A  
No.46, Karunalyam, Balaji 
Layout, Madapanahalli, 
Yelahanka, Karnataka, 
560064  

Dear Rishipriya,

With reference to your application and the subsequent interviews you had with us, we are pleased 
to offer you the position of Account Executive-Associate with FedEx Express Transportation and 
Supply Chain Services (India) Pvt. Ltd. (“Company”) at Hyderabad reporting to Manager District 
Sales. 

We are pleased to offer you the following: 

Job Title :      Account Executive-Associate 
Grade  :      S0 
Total Compensation per annum :      525,000/- (paid in Indian Rupees) 

The detailed break-up of your compensation are enclosed. 

You will be based at Hyderabad. 

We look forward to having you on board by May 02, 2022. 

At the time of joining, please submit the following documents. 

1. Photocopy of educational certificates i.e. 10th, 12th and Graduation.

2. Relieving letter from previous employer and copy of last pay slip, if applicable.

3. Appointment letter of previous employment.

4. Address proof and photo id proof.

5. Documentary evidence of Date of Birth

6. PAN



Acknowledged and accepted 
Page 2 of 2 

_______________________ 

Employee’s Signature 
 Registered Office : FedEx Express Transportation and Supply Chain Services (India) Pvt Ltd. 

 Boomerang, Unit No. 801, Wings A & B1, 8th Floor, Chandivali Farm Road, 

 Andheri East, Mumbai -400 072 CIN: U60231MH2010FTC211583    

FedEx Express    Boomerang, Unit No. 801        Telephone +91 22 61897777  

Transportation & Supply      8th Floor, Wings A & B1       Toll Free 1800 209 6161 

Chain Services (India) Pvt.     Chandivali Farm Road       fedex.com/in 

Ltd.    Andheri East, Mumbai, 400 072 

Please note that this offer is subject to the results of the pre-employment medical and background 
checks being found satisfactory.  A detailed employment offer will be issued to you upon joining. 

We are an equal opportunity employer and advancement of employees of the Company is a 
function of their abilities and performance. We place a lot of emphasis on ethical business conduct 
and believe that development of employees is a shared responsibility. We provide the means for 
employees to enhance their capabilities and knowledge and employees are expected to optimally 
utilize these opportunities. 

If this offer is acceptable to you, kindly sign and return the duplicate of this letter in token of your 
acceptance of this offer.  

Yours Faithfully, I accept and will join by 
May 02, 2022 

For FedEx Express TSCS (I) Pvt. Ltd. 

…………………………….. 
Barnali Bhattacharjee  
Manager Human Resources Services Name: 

Place: 
Date: 

Annexure 

This annexure to the offer letter provides the breakup of your Total Salary 

Detailed Break-up of Salary: Rishipriya A   

Your Total Gross Salary Components are as follows: 

 Salary 
Monthly  

Computation 
Annual  

Computation 

Basic Salary 21,875 2,62,500 

Flexible Allowance 19,250 2,31,000 

Employer’s Contribution to PF 2,625 31,500 

 TOTAL Salary 43,750 525,000 

In addition to the above, the Company shall contribute the applicable statutory insurance premium 
under The Employee’s State Insurance Act 1948 for eligible employees.  



Date: 19 th October '21 

Letter of Intent 

Dear Balaji N M, 

Thank you for participating in our selection process. We are pleased to offer you the position 
of 'Management Trainee - Sales' - Mumbai Location on the following terms and 
conditions: 

1. Your compensation on a cost to company basis will be Rs. 5,02,240 (Details of which you
can find below).

Management Trainee - Sales 
Grade: EX3 I Level: Senior Executive Band:B1 

Details of Remuneration Annual Amount (Rs.) 
Basic (Includes Employee PF Contribution) 1,80,000 

HRA 72,000 

Performance Allowance 42,480 

Statutory Bonus 12,000 

Other Allowance 165,520 

Gross Salary 4,72,000 

Employer's Contribution for PF 21,600 

Gratuity (As per Act) 8,640 

CTC I 5,02,240 

CTC of Rs.2,00,000/- during initial period of 3 months from Date of Joining and thereafter the 
abovementioned CTC will be applicable 

Performance Allowance is based on the achievement of your respective Goals will be 
paid on monthly basis. 
Retention Bonus Rs.10,000 Post completion of 6 months & 15,000 post completion 12 
months. 
The notice period applicable to you would be 2 Month. 

2. This appointment will be subject to you being found medically fit.

3. This appointment stands valid subject to your provided information about yourself, work
ex, Marks & qualifications.

4. This appointment will be subject to submission of Passport Copy/ Passport Appointment
Letter and NISM Certificates (Investment Advisor Level 1 and 2) on the date of joining.



Capital 

5. This Company shall have the rights to terminate your service without notice and without
assigning any reason thereof, if the information given by you at the time of interview or in 
the application form is found to be incorrect, or in case of any serious misconduct.

6. You will be required to produce your original certificates/ documents and submit
photocopies of your Pan Card, Driving License, Medical Clearance Certificate, Mark sheets,
Permanent Address Proof, Local Address Proof, work-ex certificate, last 3 months Salary
Slip while collecting your appointment Letter.

7. Organization is also providing food facility at the office which includes breakfast and lunch on all
working days. The total cost of the facility is Rs 2700 out of which Rs 1800 is paid by employee and Rs
1200 is paid by the employer. This is a mandatory benefit for all employees.

8. Kindly confirm your acceptance of this offer by signing and returning a copy of this letter
by 20th October 2021, henceforth, the offer will be forfeited.

We look forward to your joining our team for a long, successful and pleasant association. 

Regards, 

Gaurav Garg 
Head - HR 
CapitalVia Global Research Limited 



Date: 19 th October '21 

Letter of Intent 

Dear Aleena George, 

Thank you for participating in our selection process. We are pleased to offer you the position 
of 'Management Trainee - Sales' - Mumbai Location on the following terms and 
conditions: 

1. Your compensation on a cost to company basis will be Rs. 5,02,240 (Details of which you
can find below).

Management Trainee - Sales 
Grade: EX3 I Level: Senior Executive Band:B1 

Details of Remuneration Annual Amount (Rs.) 
Basic (Includes Employee PF Contribution) 1,80,000 

HRA 72,000 

Performance Allowance 42,480 

Statutory Bonus 12,000 

Other Allowance 165,520 

Gross Salary 4,72,000 

Employer's Contribution for PF 21,600 

Gratuity (As per Act) 8,640 

CTC I 5,02,240 

CTC of Rs.2,00,000/- during initial period of 3 months from Date of Joining and thereafter the 
abovementioned CTC will be applicable 

Performance Allowance is based on the achievement of your respective Goals will be 
paid on monthly basis. 
Retention Bonus Rs.10,000 Post completion of 6 months & 15,000 post completion 12 
months. 
The notice period applicable to you would be 2 Month. 

2. This appointment will be subject to you being found medically fit.

3. This appointment stands valid subject to your provided information about yourself, work
ex, Marks & qualifications.

4. This appointment will be subject to submission of Passport Copy/ Passport Appointment
Letter and NISM Certificates (Investment Advisor Level 1 and 2) on the date of joining.



Capital 

5. This Company shall have the rights to terminate your service without notice and without
assigning any reason thereof, if the information given by you at the time of interview or in 
the application form is found to be incorrect, or in case of any serious misconduct.

6. You will be required to produce your original certificates/ documents and submit
photocopies of your Pan Card, Driving License, Medical Clearance Certificate, Mark sheets,
Permanent Address Proof, Local Address Proof, work-ex certificate, last 3 months Salary
Slip while collecting your appointment Letter.

7. Organization is also providing food facility at the office which includes breakfast and lunch on all
working days. The total cost of the facility is Rs 2700 out of which Rs 1800 is paid by employee and Rs
1200 is paid by the employer. This is a mandatory benefit for all employees.

8. Kindly confirm your acceptance of this offer by signing and returning a copy of this letter
by 20th October 2021, henceforth, the offer will be forfeited.

We look forward to your joining our team for a long, successful and pleasant association. 

Regards, 

Gaurav Garg 
Head - HR 
CapitalVia Global Research Limited 



AMR Tech Park 3,Ground Floor, 

Tower B, Hongasandra Village, 

Bommanahalli, Hosur Road, 

Bengaluru-560068  

www.intellipaat.com 

Date: December 22nd,2021

FORM ‘A’ 

To,  Syed Usama 
Bangalore 

Dear Syed Usama, 

We are pleased to forward to you, your Offer Letter, enclosed hereby, and would like to formally welcome you to the growing 

family of Intellipaat Software Solutions Private Limited. 

We are sure that you have had sufficient opportunity to understand in detail your job role, the organization, etc. We 

would be glad to provide further clarification, if you need any. 

You are required to report for duty at our Bangalore office. The address and the contact number are as follows: 

AMR Tech Park 3, Ground Floor, Tower B, Bommanahalli, Hosur Road, Bengaluru, Karnataka

Mobile: +91 7022374614

We are in the process of building an organization, where professionals would find full satisfaction in their challenging job roles 

and an interesting working environment. In this regard, we welcome your contributions too. 

Kindly return the duplicate copy of the appointment letter, duly signed, as a token of your acceptance of the same. 

We look forward to a mutually beneficial and long-lasting relationship with you. 

Yours truly,

Intellipaat Software Solutions Private Limited

Dev Bisht
Director– Human Resources

http://www.intellipaat.com/


AMR Tech Park 3,Ground Floor, 

Tower B, Hongasandra Village, 

Bommanahalli, Hosur Road, 

Bengaluru-560068 

(M):+917022374614 

www.intellipaat.com 

Date: December 22nd,2021

To,Syed Usama 
Bangalore

Dear Syed Usama, 

Subject: Offer Letter 

As per the discussion we had during your interview and based on your performance in the same, you have been shortlisted, 

and we are pleased to appoint you at Intellipaat Software Solutions Pvt. Ltd., on the following terms and conditions: 

1) Designation:

Your designation will be ‘Business Development Trainee’.

2) Compensation & Benefits:

a) The Compensation & Benefits applicable to you is personal and should be treated with utmost confidence. 

This is not to be discussed or divulged to anybody else other than for statutory purposes.

b) Your Annual Compensation will be Rs. 5,54,000/- (Rupees Five Lakhs Fifty-Four Thousand only) per annum.
(The employee is eligible for Rs.1,00,000/-of insurance after 3months of joining).

c) Your compensation will be reviewed after the completion of 6 months from the date of your joining.

d) Your salary and its components, incentives, performance bonus, sign on bonus, monetary or non-monetary benefits,
and/or any other statutory benefits and deductions will be governed by the company’s policies/procedures, taxation
policies, and statutory guidelines that are applicable from time to time.

3) Effective Date of Joining:

a) You are requested to report for duty on 14th February, 2022. Your appointment will come into effect from your
date of joining.

http://www.intellipaat.com/


4) Notice Period:

Subject to any other agreement between you and the company:

a) Your employment is terminable by Intellipaat without giving notice in writing in the probation period.

b) Your probation period will be 6 months.

c) You need to serve1 month of notice period without fail, or else the management of Intellipaat

can hold your salary/experience letter/relieving letter after joining.

d) The company reserves the right to pay or recover salary in lieu of the notice period (if applicable) or to relieve you
before the expiry of the notice period. All payments and recoveries made under this clause will be based on gross
salary.

e) In the event of any breach in the terms and conditions stated in the Services Conditions and/or Non-Disclosure
Agreement or any act amounting to misconduct, your services will be liable to be terminated without any
notice or payment in lieu.

5) Service Conditions and Non-Disclosure Agreement:

a) Your services will be governed by additional terms and conditions as explained in the Service Conditions and
Non-Disclosure Agreement.

b) These terms and conditions, in the Service Conditions and Non-Disclosure Agreement are subject to statutory
requirements and the company policy.

Note:

• Number of working days is 6 days.

• Your first month salary will be dispersed along with your 4th month salary

• Minimum working duration must be 9 hours including one-hour lunch/dinner break.

• Your incentives will be calculated on a Monthly basis.

• On achievement of the incentives, it will be disbursed only on the following month.

Yours truly,

For Intellipaat Software Solutions Private Limited

Dev Bisht

Director– Human Resources

I, agree to accept the terms and conditions mentioned above and also those in the Service Conditions, and Non-Disclosure 

Agreement documents enclosed with this letter. 

Name: 

Signature: 

Place: 

Date: 



Particulars 
First Six 

  Months 

 After Six 

Months 
Annual Salary 

Basic Salary 12,500 16,000 192,000 

HRA 5,000 6,400 76,800 

Conveyance Allowance 800 800 9,600 

Mobile bill 350 350 4,200 

Broadband bill 350 350 4,200 

Medical reimbursement 1,250 1,250 15,000 

Special allowance 950 3,050 36,600 

Total Net Salary (A) 21,200 28,200 338,400 

PF (Employees Contributions) 1,800 1,800 21,600 

Professional Tax 200 200 2,400 

Total Gross Salary (B) 23,200 30,200 362,400 

PF (Employer Contributions) 1,800 1,800 21,600 

Fixed Cost to Company 25,000 32,000 384,000 

Performance Based Incentives 10,000 10,000 120,000 

Yearly Performance Bonus 50,000 

Total (Fixed CTC + Variables) 35,000 42,000 554,000 

Documents required during Joining

1. ID Proof: Copy of Aadhaar card/Passport/Pan card/Voter ID card/Other Government Photo ID card.

2. Address Proof: Copy of driving license/Passport/Voters ID/Lease Agreement/Ration Card

3. Employment Verification Documents
a) Copy of current employer’s Appointment/Confirmation/Appraisal Letter.

b) Copy of current employer’s Relieving and Work Experience Letter.

c) Copy of last 3 months’ Salary Slip / Certificate.

4. Other Documents:
a) Passport Size Photographs (3).

b) Copy of PAN Card.

c) Copies of all Academic & Training Certificates.

Kindly carry your Signed Offer letter along with a passport size photograph pasted on the offer letter on the day of joining. 

Yours truly,

For Intellipaat Software Solutions Private Limited

Dev Bisht

Director– Human Resources

Annexure 1 

Name:  Syed Usama   



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear UME SALMA S,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear PREETI KUMARI,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear Rashmi.R.M Majjigi,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear SIJO GEORGE K C,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear DHANUSH NAIR M S,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear REYYA USHA SREE,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear MAHITHA S B,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear NAMRATHA V,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear LIBUNA D,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear RAMKUMAR B S,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear MANJUNATH M,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear MONISHA S,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear Kandula Dora Babu,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear NEHA SINGH,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear JACKSON MANUEL DIAS,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear VENUKUMAR G,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear KOMAL KUMARI,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear PRATAP KJ,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear SHALINI KUMARI,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear SANTHOSH KUMAR R,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear SHASHI K,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear AISHA PARVEEN,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear SOMYA MURARI,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear ARIGE LOKESH SAI RAJ KUMAR,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear AKHIL R,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear RAIMA,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear SHIRLEY REBECCA,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear SHIRISHA D G,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear SUGESH KUMAR N,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear PALLAVI S,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear ADITI SINGH,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear GOWTHAMI B G,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear VISHWAS B K,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear SUMITHRA N,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear KARAN M R,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear SAGAR H S,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    
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subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 Offer / Appointment Letter 

Dear Vetrivel N

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the 

position of Business Development Associate in our organization. This offer takes effect from 

your date of joining which shall be on 10th March 2022.     

1.Compensation

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three  

Lakh only) .       

2.Probation Period

You will be on probation for 70 Days during which your performance will be 

reviewed, however you are expected to clear the On-the-Job Training (OJT) 

in 10 days (UNPAID).  Your employment is terminable by giving (48 Hours) 

notice during the probation period & (30 days) post confirmation. Either party is not 

bound to give any reason thereof. During the probation period you are eligible for a 

remuneration of INR 25,000 (INR 15,000 fixed + INR 10,000 incentives).        

a.) Commencement/Validity of Employment 

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  

i.e. the date on which validity of the offer expires, this offer of appointment shall be 

treated as withdrawn.        

b.) Immediate Posting and Future Transfer 

You will report to the designated manager, based out of the Bengaluru office location. 

It may, however, be noted that you may be posted at/ transferred to any 

other establishment of the company, at the sole discretion of the management. 

Such an establishment may be outside the city or state of your immediate or    



subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.        
3.Salary

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will 

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the 

Organization.  

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your    

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into      

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.   

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control

relating to your employment or to clients’ business affairs. 



4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

be recovered from the employee at the time of full and final settlement.  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final  

settlement.         

5.Timings

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.    

6.Background Verification Check

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement

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

8.Discipline



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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in 

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.     

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.         

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.   

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.         

9.Company Property

You will always maintain in good condition Company property, which may be entrusted

to you for official use during the course of your employment and shall return all such  



property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.     

10. Code of Conduct and Ethics

 You are to adhere strictly to the following Company Code of Conduct & Ethics:    

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.     

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working      

for a competitor). In cases of conflict with any outside employment activity, the employee’s

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:        

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.       

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



It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.       

It violates provisions of law or the Company’s policies and procedures 

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The      

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.     

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.    

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.       

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to      



the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential        

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,       

financial, statistical, marketing, designs, product information or any other data    

or information of the Company whether expressly designated as confidential or not.      

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company. 

10.6 All works executed by you in the course of discharging your assigned duties 

and the intellectual properties subsisting therein, shall remain property of the Company and the

same shall constitute “works made for hire”. 

11 Data Privacy 

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.    

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.     

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of 



India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.  

12. Indemnity

You agree to indemnify and hold the Company harmless from all losses,         

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by
you or any act caused by you being in contravention of your employment contract.  

13. Severability, integration and No Modification Clause

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the

provisions contained in this Agreement, or any future representation,

promise, or connection with the subject matter of this Agreement, shall be

binding upon any party hereto unless made in writing and signed by such

party or by a duly authorized officer agent of such party.
15. Notices

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.  

16. Applicability of Company Policy

The Company shall be entitled to make policy declarations from time to time 

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours,

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.          



17. Governing Law/Jurisdiction

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.     

18. Rules & Regulations

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.  

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

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

Yours truly 

For, Upskilling Edutech Pvt Ltd. 



Dedicated Period of Service.  

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated
Period of Service”).  
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.        



ACCEPTANCE LETTER 

Acceptance of the candidate:         

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.         

NAME: _________________________        

DATE:  __________________________ 

(Candidate’s Signature)    

With Regards,       

VP – Human Resource  

SkillVertex Edutech        



SI.    

NO. 

  Particulars        

         

1.     

Professional / Educational Certificates        

• Graduation Certificate

Other relevant educational certifications      

2.         Colour Scanned Copy of Photographs. 

3.        PAN Card and Aadhar card Scanned Copy.   

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.   



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear HARSHITHA K G,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear CHARAN RAJ,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear Adapa Sai Manoj Venkat,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear Mohammed Anas Quazi,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear SUJAY D,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear NITHIN U N,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear HARISH S,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear NEHA KUMARI,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear BASAVARAJ R Kallolli,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear PADMINI M,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear SANDEEP Y V,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear ASHWINI A,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear RENU GUPTA,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear KRITHI MUKKAMALA,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



 

  

   

    

     

      

       

          

                                 Offer / Appointment Letter          
         

Dear GAGAN G GANIGA,         

With reference to your application and the subsequent interview you had with us, we 

are pleased to offer you an employment offer with SkillVertex Edutech for the position 

of Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 10th March 2022.          

1.Compensation          

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakh only),  variable component of INR 3,00,000 (Three   

Lakh only) .        

2.Probation Period          

You will be on probation for 70 Days during which your performance will be reviewed, 

however you are expected to clear the On-the-Job Training (OJT) in 10 days 

(UNPAID).  Your employment is terminable by giving (48 Hours) notice during the 

probation period & (30 days) post confirmation. Either party is not bound to give any 

reason thereof. During the probation period you are eligible for a remuneration of INR 

25,000 (INR 15,000 fixed + INR 10,000 incentives).         

a.) Commencement/Validity of Employment          

Your employment will be effective, as of 10th March 2022. This offer of appointment is valid 

until 5th March 2022 for acceptance. If we do not hear from you by 5th March 2022  i.e. 

the date on which validity of the offer expires, this offer of appointment shall be treated 

as withdrawn.          

b.) Immediate Posting and Future Transfer          

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other 

establishment of the company, at the sole discretion of the management. Such an 

establishment may be outside the city or state of your immediate or    

         



 

  

  

  

  

  

 

 

 

subsequent posting/s and could be at any office, existing or new. Save as may be 

provided for, you shall not be entitled to any monetary benefit or compensation solely 

by virtue of such transfer.           
3.Salary          

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will  

be paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are joining 

post 20th of a month). The structure of your compensation plan may be altered / changed 

from time to time in line with the Compensation policy and practices of the   

Organization.           

4.Notice for Resignation / Termination of Employment    4.1. During the probation period your services 

can be terminated with 48 Hours’ notice on either side or payment in lieu thereof and without 

any reasons whatsoever. If your services are found satisfactory during the 

probation period, you will be confirmed in the present position and thereafter your     

services can be terminated on 30 Days’ notice on either side or Basic salary as payment in lieu thereof.           

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, 

during the probation period or after confirmation, your services are liable to be   

terminated immediately. The Company may at its sole discretion hold domestic inquiry to inquire into       

the act/acts of misconduct or acts of omission or commission or negligence alleged against you. You could 

be liable for suspension pending inquiry or final orders. You will, however, be entitled 

to salary for the period of suspension if the charges are not proved against you.           

    

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, 

including any samples, literature, contracts, records, lists, drawings, blueprints, letters, 

notes, data and the like; and Confidential Information, in your possession or under your control  
relating to your employment or to clients’ business affairs.          
 

 

 



 

 

 

 

 

 

 

 

 

 

 

4.4. In the unlikely event of cessation of employment due to any reason whatsoever 

within twelve months from the date of joining, the notice pay buyout assistance if any 

provided by the company at the time of joining along with the applicable tax, would 

 

be recovered from the employee at the time of full and final settlement.   

  

4.5. If the Company bears any relocation expense at the time of your appointment and/ 

or transfer and you leave the Company within 12 (Twelve) months of such relocation;  

the Company shall be entitled to retain the relocation charges from your full and final   

settlement.          

5.Timings               

You will observe the timings prevalent in the establishment or establishments where 

your services are made use of. You will be required to work for such hours as necessary 

for the proper discharge of your duties to the Company. You are expected to work not 

less than 48 hours each week and daily basis the goals completion for the day.          

6.Background Verification Check          

Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done 

by the company.   

7.Retirement          

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

8.Discipline          



 

 

 

 

 

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

Attending to or pursuing in any other way, during the office hours, any personal or 

private business unconnected with your employment in this company or engaging in  

any part time business, allied, connected or incidental to the company's business is 

strictly forbidden.      

8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of 

your tenure in this company.            

   

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require 

the prior consent of the Management. The Management will treat any         

        

breach of this condition as misconduct liable to disciplinary action which may  include   

dismissal.          

         

8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or 

replaced and in force from time to time.           

         

8.4 You will not borrow or accept any money, gifts, reward or compensation 

for your personal gains from or otherwise place yourself under monetary 

obligation to any person/client with whom you may be having official dealings.          

9.Company Property           

You will always maintain in good condition Company property, which may be entrusted 

to you for official use during the course of your employment and shall return all such  



 

 

 

 

 

property to the Company prior to relinquishment of your charge, failing which the cost 

of the same will be recovered from you by the Company.       

10. Code of Conduct and Ethics           

 You are to adhere strictly to the following Company Code of Conduct & Ethics:     

 

Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 
competitors unless the securities are publicly traded and the investments are available 

on the same terms as available to the general public. This prohibition applies to all 

forms of investments and to all employees, directors, officers and agents of the  

Company and their immediate families. In general, employees should not have any 

financial interest in a client, supplier or competitor that could cause divided loyalty or 

give the appearance of divided loyalty.           

10.1 Engaging in private trade or alternate/ outside employment - All fulltime employees, shall not 

engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on 

behalf of anyone else, either with/without remuneration, during the course of  

his/her employment with the Company, except with the written permission of the 

management.  Also, such private trade and/or alternative employment should not 

adversely affect performance and conflict with the business interest of the  

Company (this would include working       

for a competitor). In cases of conflict with any outside employment activity, the employee’s 

obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when:         

It prevents an employee from fully performing work for which he/ she is employed 

with the Company.           

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

 



 

 

 

 

 

It involves companies that are doing or seeking to do business with the Company, 

including actual or potential vendors or customers.           

It violates provisions of law or the Company’s policies and procedures    

   

10.2 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of 

the Company. Employees should observe all laws and regulations governing  

business transactions and engage in fair competitive actions. Employees are  

prohibited from using, directly or indirectly, corporate funds  

and assets for any unlawful purpose or to accomplish any unlawful goal. The           

Company also prohibits the establishment or maintenance of undisclosed or 

unrecorded funds and assets. All reporting of information should be timely and 

accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical 

purposes.      

  

10.3 You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your 

best endeavour to promote the interests of the Company and to maintain and 

promote good reputation thereof.           

   

10.4 You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and 

these will be deemed to form an integral part of this Agreement. The Company 

shall have the right to add, amend and modify any or all of the above terms and 

conditions of service which shall be binding on you.           

        

10.4 You shall not, during the continuance of your employment with the company, 

or at any time thereafter, disclose to any individual, firm, company, or body 

corporate, or authority any information or knowledge with regard to       



 

 

 

 

 

 

 

 

 

the business, dealings, activities, trade  secrets, transactions or affairs (“Proprietary and Confidential         

Information") of the Company or its associated or subsidiary companies, except as, 

may be required in connection with your  employment hereunder or as may be 

consented to by the Company in writing. The term "Proprietary and Confidential 

Information" shall without limitation include any Know How, formulae, any technical,            

financial, statistical, marketing, designs, product information or any other data                  

or information of the Company whether expressly designated as confidential or not.       

 

10.5 You shall not, after the termination of your employment with the Company, use 

in any manner whatsoever on behalf of yourself or any other individual, firm, 

company or body corporate, your knowledge of or influence over or contact 

with any of the customers, suppliers or contractors of the Company, or its 

associated or subsidiary companies or utilize any information which may have 

been obtained by you during the course of your employment with the Company.  

10.6 All works executed by you in the course of discharging your assigned duties  

and the intellectual properties subsisting therein, shall remain property of the Company and the 

same shall constitute “works made for hire”.           

11 Data Privacy           

11.2 By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management 

purposes and in particular to the processing of any sensitive personal data or 

information as prescribed by the governing statute as applicable.           

   

11.3 You acknowledge that any information that is freely available or accessible in 

public domain or furnished under the Right to Information Act, 2005 or any other 

law for the time being in force shall not be regarded as sensitive personal data or 

information for the purposes of those rules.           

   

11.4 You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of  



 

 

 

 

 

 

 

 

 

India, for administration purposes and other purposes in connection with your 

appointment, where it is necessary or desirable for the Company to do so.           

   

12. Indemnity           

You agree to indemnify and hold the Company harmless from all losses,                    

liabilities,  

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act by    
you or any act caused by you being in contravention of your employment contract.  

  
13. Severability, integration and No Modification Clause          

13.1 Severability – In the event that any provision of your employment Agreement 

should be held to be void, voidable, and unlawful or for any reason  

unenforceable, the remaining portions of this Agreement shall remain in full  

force and effect.  

14. No Modification – No modification, amendment, or waiver of any of the 

provisions contained in this Agreement, or any future representation, 

promise, or connection with the subject matter of this Agreement, shall be 

binding upon any party hereto unless made in writing and signed by such 

party or by a duly authorized officer agent of such party.                  
15. Notices           

Notices may be given by you to the Company at its registered office address. Notices may be given by 

the Company to you at the address intimated by you in the official records.          

16. Applicability of Company Policy           

The Company shall be entitled to make policy declarations from time to time   

pertaining to matters like leave entitlement, maternity leave, employees’ benefits, working hours, 

transfer policies etc., and may alter the same from time to time at its sole discretion. All 

such policy decisions of the Company shall be binding on you and shall override this 

Agreement to that extent.           



 

 

 

 

 

17. Governing Law/Jurisdiction          

Your employment with the Company is subject to Indian laws. All disputes shall be 

subject to the Karnataka Government only.           

18. Rules & Regulations           

You will abide by the rules and regulations of the Company as may be in force from 

time to time and if any violation made would be subjected to the Disciplinary action. If 

the above terms and conditions are acceptable to you, you may please endorse your 

acceptance in the format enclosed.           

 

 We welcome you to our organization and look forward to your contribution to the 

growth of the organization and yourself.    

         

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

Yours truly          

For, Upskilling Edutech Pvt Ltd.          

           

   

   

  

 



 

 

 

 

 

Dedicated Period of Service.           

The company is committed to investing its resources in a training and development of 

its employees. As such, the company has a reasonable expectation that you will apply 

the knowledge and skills attained at Training on the job to maximize the positive impact 

of the learnt skills in your assigned key results. Considering the significant investment 

that the training represents, the company will deduct the training costs component from 

your final settlement to ensure that you will not defect to another employer before the 

cost of the training is amortized. The total cost of training each employee is determined 

to be Rs.  25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, 

you agree to remain an employee of the company for a period of 1 (one) year (“Dedicated 
Period of Service”).           
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct 

costs incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five 

Thousand only). If you separate between 0-3 months - entire Training cost shall be 

retained, between 4-6 months - 50% of training cost shall be retained and 6-12 months 

25% of training cost shall be retained.         

           

          

         

        

        

        

         

        



 

                               
   

  

ACCEPTANCE LETTER  

Acceptance of the candidate:          

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

as set forth above with SkillVertex Edutech, and will report on or before  

10/03/2022.          

NAME: _________________________         

DATE:  __________________________          

(Candidate’s Signature)     

With Regards,          

VP – Human Resource          

SkillVertex Edutech         

         

         

         

         

         

         

         

         

         



 

         

         

         

         

        

        

                        

   
SI.     

NO. 

  Particulars         

    

          

1.             

Professional / Educational Certificates         

• Graduation Certificate        

Other relevant educational certifications         

2.          Colour Scanned Copy of Photographs.         

3.         PAN Card and Aadhar card Scanned Copy.         

4.         Bank Account Details: Bank Name, Your Name as per 

Bank records, Account Number, IFSC Code.         



FW: Employment Offer-Mr. Mohammed Maaz Mukaram
Mr. Sudip Dhar - DGM -Career Service & Industry Connect
<sudipdhar@presidencyuniversity.in>
Mon 01/10/2022 2:24 PM 
To: Vijay Kumar S L-Asst. Prof-MECH <vijaykumarsl@presidencyuniversity.in> Cc: Dr. 
B V Prabhu-Asso.Director-Career Services and Industry Connect
<bvprabhu@presidencyuniversity.in>
FYI Vijay.

From: Mr. Sudip Dhar - DGM -Career Service & Industry Connect  
Sent: Monday, December 13, 2021 11:05 AM  
To: Chandana Paul HR Manager <hr@royaloakindia.com> 
Cc: Vidya Bhushan Dewangan HR Head <hrm@royaloakindia.com>; Madhu 
Jogavari HR Manager <hrd@royaloakindia.com>; Dinta HR - Assistant Manager-
Talent Acquisi on <careers@royaloakindia.com>; Dr. B V Prabhu-Asso.Director-
Career Services and Industry Connect <bvprabhu@presidencyuniversity.in> 
Subject: RE: Employment Offer-Mr. Mohammed Maaz Mukaram  

Dear Ms. Chandana,

As discussed, there is a slight change in the academic curriculum. The Final Term

exam has been preponed to 1st week of February instead of April, hence our
students can join from 10th February onward.

Post joining they would not require any more leaves as they would be ge�ng 
done with all their classroom commitments.

Regards,

Sudip Dhar

From: Chandana Paul HR Manager [mailto:hr@royaloakindia.com]     
Sent: Monday, December 13, 2021 10:25 AM  
To: mohammedmaaz1717@gmail.com  
Cc: Mr. Sudip Dhar - DGM -Career Service & Industry Connect
<sudipdhar@presidencyuniversity.in>; Vidya Bhushan Dewangan HR Head

mailto:hr@royaloakindia.com
mailto:navyanaik345@gmail.com
mailto:sudipdhar@presidencyuniversity.in


<hrm@royaloakindia.com>; Madhu Jogavari HR Manager
<hrd@royaloakindia.com>; Dinta HR - Assistant Manager- Talent Acquisiton 
<careers@royaloakindia.com> 
Subject: Employment Offer-Mr. Mohammed Maaz Mukaram   

Dear  Mohammed Maaz Mukaram ,
With reference to the interview, you had with us, we are pleased
to offer you a posi�on of “ Management Trainee at Grade G6 A" as per
the terms & condi�ons already discussed with you.
Your annual compensa�on is Rs. 4,38,000 /- (Rupees Four Lakhs Thirty
Eight Thousand Only) , and will be subject to other deduc�ons as per
company policies and prac�ces.

A formal appointment letter with all the terms & conditions will be issued to
you at the              time of your joining. We request you to bring following
documents at the time of reporting to duty. Royaloak reserves the right to
withdraw this offer in event of an adverse finding during the reference
check in your respect and pertaining to the disclosure in your resume. 

· Duly filled Employment Applica�on Form.
· Passport size photographs with white background (5 nos) .
· Original cer�ficates / tes�monials for verifica�on & return.
· Relieving le�er from the immediate past employer (Not
applicable for fresher).
· Latest pay slips (Not applicable for fresher).
· PAN Card copy.
· Photo ID proof and address proof (Elec�on Card / Driving
License / Aadhar Card / Passport).

In case any of the above documents are already submitted, please ignore the
same and submit the remaining documents while joining.

Your joining date will be on 01st Jan 2022 at Banaswadi, Bangalore
Location at 9:30 AM. It may be noted that if you do not report for duty as
discussed, it will be deemed that you are not interested in our offer and will
stand automatically withdrawn with effect from the said date.  Kindly
confirm the acceptance of this offer by acknowledging the same as a
token of acceptance of this offer letter. 

Name: Mohammed Maaz Mukaram  

mailto:hrm@royaloakindia.com
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Loca�on: Bangalore

Unit: CEO's Office
ANNEXURE -A

Salary Components

i Compensa�on

Basic
House Rent Allowance
Conveyance Allowance
Medical Allowance
Statutory Bonus
Special Allowance

Gross Salary (A)

ii Deduc�ons

Employee Contribu�on - PF
Employee Contribu�on - ESIC
Professional Tax

Total Deduc�on (B)

iii Fixed Benefits
Employer Contribu�on - PF
Employer Contribu�on - ESIC

Total Fixed ( C )
Cost to Company ( A + C )

Monthly Net Pay ( A- B ) before Income Tax (If an

iV Variable Pay 
Performance  Incen�ve

Performance Incen�ve (D)
Total Cost to Company (A+C+D)

Note:
1) Gratuity is payable as per the provisions of Payment of Gratuity Act,1972
2) Incen�ve is subject to target v/s achievement based on Organiza�onal Policy and Pro



Thank You,

Chandana Paul

HR Manager | Royaloak Incorporation Pvt Ltd 

E : hr@royaloakindia.com
Mob: 9739490519
#15/1,Outer Ring Road, Dodda Banaswadi, 
Bangalore-560043 

This e-mail including a�achments is intended for the person(s) or
ins�tu�on/company named and may contain confiden�al and/or legally privileged
informa�on. Unauthorized disclosure, copying or use of this informa�on may be
unlawful and is prohibited. If you are not the intended recipient, please delete this
message and no�fy the Sender/Management-RIPL. 

All incoming and ongoing e-mail messages are stored in the Royaloak
Incorpora�on Pvt Ltd Electronic Message Repository. If you do not wish the
reten�on of poten�ally private e-mails by Royaloak, we strongly advise you not to
use the Royaloak e-mail account for any private, non-academic related
communica�ons. Please note that while all e-mails are scanned for viruses, no
guarantee can be provided that any e-mail is virus-free and no liability shall be
accepted for any damage caused by any virus transmi�ed by any e-mail. 
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FW: Employment Offer-Ms. Ruchitha R  
Mr. Sudip Dhar - DGM -Career Service & Industry Connect
<sudipdhar@presidencyuniversity.in>
Mon 01/10/2022 2:35 PM  
To: Vijay Kumar S L-Asst. Prof-MECH <vijaykumarsl@presidencyuniversity.in> Cc: Dr. 
B V Prabhu-Asso.Director-Career Services and Industry Connect
<bvprabhu@presidencyuniversity.in>
FYI Vijay.

From: Mr. Sudip Dhar - DGM -Career Service & Industry Connect  
Sent: Monday, December 13, 2021 11:14 AM   
To: Chandana Paul HR Manager <hr@royaloakindia.com> 
Cc: Vidya Bhushan Dewangan HR Head <hrm@royaloakindia.com>; Madhu 
Jogavari HR Manager <hrd@royaloakindia.com>; Dinta HR - Assistant Manager-
Talent Acquisi on <careers@royaloakindia.com>; Dr. B V Prabhu-Asso.Director-
Career Services and Industry Connect <bvprabhu@presidencyuniversity.in> 
Subject: RE: Employment Offer-Ms. Ruchitha R    

Dear Ms. Chandana,

As discussed, there is a slight change in the academic curriculum. The Final Term

exam has been preponed to 1st week of February instead of April, hence our
students can join from 10th February onward.

Post joining they would not require any more leaves as they would be ge�ng 
done with all their classroom commitments.

Regards,

Sudip Dhar

From: Chandana Paul HR Manager [mailto:hr@royaloakindia.com]     
Sent: Monday, December 13, 2021 10:28 AM   
To: ruchithar29@gmail.com   
Cc: Mr. Sudip Dhar - DGM -Career Service & Industry Connect
<sudipdhar@presidencyuniversity.in>; Vidya Bhushan Dewangan HR Head
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<hrm@royaloakindia.com>; Madhu Jogavari HR Manager
<hrd@royaloakindia.com>; Dinta HR - Assistant Manager- Talent Acquisiton 
<careers@royaloakindia.com> 
Subject: Employment Offer-Ms. Ruchitha R    

Dear Ruchitha R,
With reference to the interview, you had with us, we are pleased
to offer you a posi�on of “ Management Trainee at Grade G6 A" as per
the terms & condi�ons already discussed with you.
Your annual compensa�on is Rs. 4,38,000 /- (Rupees Four Lakhs Thirty
Eight Thousand Only) , and will be subject to other deduc�ons as per
company policies and prac�ces.

A formal appointment letter with all the terms & conditions will be issued to
you at the              time of your joining. We request you to bring following
documents at the time of reporting to duty. Royaloak reserves the right to
withdraw this offer in event of an adverse finding during the reference
check in your respect and pertaining to the disclosure in your resume. 

· Duly filled Employment Applica�on Form.
· Passport size photographs with white background (5 nos) .
· Original cer�ficates / tes�monials for verifica�on & return.
· Relieving le�er from the immediate past employer (Not
applicable for fresher).
· Latest pay slips (Not applicable for fresher).
· PAN Card copy.
· Photo ID proof and address proof (Elec�on Card / Driving
License / Aadhar Card / Passport).

In case any of the above documents are already submitted, please ignore the
same and submit the remaining documents while joining.

Your joining date will be on 01st Jan 2022 at Banaswadi, Bangalore
Location at 9:30 AM. It may be noted that if you do not report for duty as
discussed, it will be deemed that you are not interested in our offer and will
stand automatically withdrawn with effect from the said date.  Kindly
confirm the acceptance of this offer by acknowledging the same as a
token of acceptance of this offer letter. 

Name: Ruchitha R  
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Loca�on: Bangalore

Unit: CEO's Office
ANNEXURE -A

Salary Components

i Compensa�on

Basic
House Rent Allowance
Conveyance Allowance
Medical Allowance
Statutory Bonus
Special Allowance

Gross Salary (A)

ii Deduc�ons

Employee Contribu�on - PF
Employee Contribu�on - ESIC
Professional Tax

Total Deduc�on (B)

iii Fixed Benefits
Employer Contribu�on - PF
Employer Contribu�on - ESIC

Total Fixed ( C )
Cost to Company ( A + C )

Monthly Net Pay ( A- B ) before Income Tax (If an

iV Variable Pay 
Performance  Incen�ve

Performance Incen�ve (D)
Total Cost to Company (A+C+D)

Note:
1) Gratuity is payable as per the provisions of Payment of Gratuity Act,1972
2) Incen�ve is subject to target v/s achievement based on Organiza�onal Policy and Pro



Thank You,

Chandana Paul

HR Manager | Royaloak Incorporation Pvt Ltd 

E : hr@royaloakindia.com
Mob: 9739490519
#15/1,Outer Ring Road, Dodda Banaswadi, 
Bangalore-560043 

This e-mail including a�achments is intended for the person(s) or
ins�tu�on/company named and may contain confiden�al and/or legally privileged
informa�on. Unauthorized disclosure, copying or use of this informa�on may be
unlawful and is prohibited. If you are not the intended recipient, please delete this
message and no�fy the Sender/Management-RIPL. 

All incoming and ongoing e-mail messages are stored in the Royaloak
Incorpora�on Pvt Ltd Electronic Message Repository. If you do not wish the
reten�on of poten�ally private e-mails by Royaloak, we strongly advise you not to
use the Royaloak e-mail account for any private, non-academic related
communica�ons. Please note that while all e-mails are scanned for viruses, no
guarantee can be provided that any e-mail is virus-free and no liability shall be
accepted for any damage caused by any virus transmi�ed by any e-mail. 
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FW: Employment Offer-Mr. Pavan Kumar J  
Mr. Sudip Dhar - DGM -Career Service & Industry Connect
<sudipdhar@presidencyuniversity.in>
Mon 01/10/2022 2:42 PM   
To: Vijay Kumar S L-Asst. Prof-MECH <vijaykumarsl@presidencyuniversity.in> Cc: Dr. 
B V Prabhu-Asso.Director-Career Services and Industry Connect
<bvprabhu@presidencyuniversity.in>
FYI Vijay.

From: Mr. Sudip Dhar - DGM -Career Service & Industry Connect  
Sent: Monday, December 13, 2021 11:19 AM    
To: Chandana Paul HR Manager <hr@royaloakindia.com> 
Cc: Vidya Bhushan Dewangan HR Head <hrm@royaloakindia.com>; Madhu 
Jogavari HR Manager <hrd@royaloakindia.com>; Dinta HR - Assistant Manager-
Talent Acquisi on <careers@royaloakindia.com>; Dr. B V Prabhu-Asso.Director-
Career Services and Industry Connect <bvprabhu@presidencyuniversity.in> 
Subject: RE: Employment Offer-Mr. Pavan Kumar J    

Dear Ms. Chandana,

As discussed, there is a slight change in the academic curriculum. The Final Term

exam has been preponed to 1st week of February instead of April, hence our
students can join from 10th February onward.
Post joining they would not require any more leaves as they would be ge�ng 
done with all their classroom commitments.

Regards,

Sudip Dhar

From: Chandana Paul HR Manager [mailto:hr@royaloakindia.com]     
Sent: Monday, December 13, 2021 10:32 AM    
To: pavan849695@gmail.com    
Cc: Mr. Sudip Dhar - DGM -Career Service & Industry Connect
<sudipdhar@presidencyuniversity.in>; Vidya Bhushan Dewangan HR Head
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<hrm@royaloakindia.com>; Madhu Jogavari HR Manager
<hrd@royaloakindia.com>; Dinta HR - Assistant Manager- Talent Acquisiton 
<careers@royaloakindia.com> 
Subject: Employment Offer-Mr. Pavan Kumar J   

Dear Pavan Kumar J,
With reference to the interview, you had with us, we are pleased
to offer you a posi�on of “ Management Trainee at Grade G6 A" as per
the terms & condi�ons already discussed with you.
Your annual compensa�on is Rs. 4,38,000 /- (Rupees Four Lakhs Thirty
Eight Thousand Only) , and will be subject to other deduc�ons as per
company policies and prac�ces.

A formal appointment letter with all the terms & conditions will be issued to
you at the              time of your joining. We request you to bring following
documents at the time of reporting to duty. Royaloak reserves the right to
withdraw this offer in event of an adverse finding during the reference
check in your respect and pertaining to the disclosure in your resume. 

· Duly filled Employment Applica�on Form.
· Passport size photographs with white background (5 nos) .
· Original cer�ficates / tes�monials for verifica�on & return.
· Relieving le�er from the immediate past employer (Not
applicable for fresher).
· Latest pay slips (Not applicable for fresher).
· PAN Card copy.
· Photo ID proof and address proof (Elec�on Card / Driving
License / Aadhar Card / Passport).

In case any of the above documents are already submitted, please ignore the
same and submit the remaining documents while joining.

Your joining date will be on 01st Jan 2022 at Banaswadi, Bangalore
Location at 9:30 AM. It may be noted that if you do not report for duty as
discussed, it will be deemed that you are not interested in our offer and will
stand automatically withdrawn with effect from the said date.  Kindly
confirm the acceptance of this offer by acknowledging the same as a
token of acceptance of this offer letter. 

Name: Pavan Kumar J 
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Loca�on: Bangalore

Unit: CEO's Office
ANNEXURE -A

Salary Components

i Compensa�on

Basic
House Rent Allowance
Conveyance Allowance
Medical Allowance
Statutory Bonus
Special Allowance

Gross Salary (A)

ii Deduc�ons

Employee Contribu�on - PF
Employee Contribu�on - ESIC
Professional Tax

Total Deduc�on (B)

iii Fixed Benefits
Employer Contribu�on - PF
Employer Contribu�on - ESIC

Total Fixed ( C )
Cost to Company ( A + C )

Monthly Net Pay ( A- B ) before Income Tax (If an

iV Variable Pay 
Performance  Incen�ve

Performance Incen�ve (D)
Total Cost to Company (A+C+D)

Note:
1) Gratuity is payable as per the provisions of Payment of Gratuity Act,1972
2) Incen�ve is subject to target v/s achievement based on Organiza�onal Policy and Pro



Thank You,

Chandana Paul

HR Manager | Royaloak Incorporation Pvt Ltd 

E : hr@royaloakindia.com
Mob: 9739490519
#15/1,Outer Ring Road, Dodda Banaswadi, 
Bangalore-560043 

This e-mail including a�achments is intended for the person(s) or
ins�tu�on/company named and may contain confiden�al and/or legally privileged
informa�on. Unauthorized disclosure, copying or use of this informa�on may be
unlawful and is prohibited. If you are not the intended recipient, please delete this
message and no�fy the Sender/Management-RIPL. 

All incoming and ongoing e-mail messages are stored in the Royaloak
Incorpora�on Pvt Ltd Electronic Message Repository. If you do not wish the
reten�on of poten�ally private e-mails by Royaloak, we strongly advise you not to
use the Royaloak e-mail account for any private, non-academic related
communica�ons. Please note that while all e-mails are scanned for viruses, no
guarantee can be provided that any e-mail is virus-free and no liability shall be
accepted for any damage caused by any virus transmi�ed by any e-mail. 
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EduInstyn Learning Pvt Ltd 

675, 9th Main Rd, Sector 7 

HSR Layout, Bengaluru, 

Karnataka 560068 

CIN: U80902KA2022PTC156854 

PAN: AAGCE8604F 

study@instyn.school 

Dear KOUSHIK K 

Appointment letter 

Bangalore 

Further to your recent interview, conditional on and subject to no adverse findings arising 

from any of the employee background verification checks, required to be carried out by the 

Organization, I am pleased to offer you the following employment with Eduinstyn Learning Pvt Ltd, 

with a commencement date of 02/14/2022(Month/date/year). Please report to the undersigned 

on 02/14/2022(Month/date/year) will carry an annual CTC of INR 2,40,000/- at 11:00 AM at our 

office address - 675, 9th Main Rd, Sector 7, HSR Layout, Bengaluru, Karnataka based on the terms 

and conditions stated herein. This offer letter upon written acceptance by you shall be deemed as an 

Employment Agreement. 

1. BACKGROUND CHECKS AND REFERENCE CHECKS

a. During the term of your employment, you may also be subject to the same / similar / other

background verification checks being repeated at such intervals as may be determined solely by the 

Company. In the event that there are any adverse findings that arise during the course of or as a 

result of such background verification checks, you may be subject to disciplinary proceedings up to 

and including but not limited to termination of your employment. For the purpose of obtaining your 

present employer’s reference, you agree that your written acceptance will constitute your 

permission to write for reference checks. 

2. PROBATION

a. You will be on probation for a period of 15 days during which your performance shall be

reviewed by the Company. In case of unsatisfactory performance your probation may be ended or 

extended subject to additional conditions. 

b. Upon successful completion of the probation period without any extension you shall be

deemed to have been confirmed in the services of the Company as permanent Employee automatic. 

c. Upon your successful completion of probation period and becoming a regular employee, you

are required to work with us for a minimum tenure of 12 months from the date of confirmation. At 

any point in time if you wish to leave the company due to reasons of your own, you will have to pay 

a compensation amounting to 1 month’s total pay. 

d. NOTE: If you were hired as Trainee/Intern before for a period up to 3 months/6 Months.

The Probationary will be considered as void. 

3. JOB TITLE: Manger-Sales
As a term of your employment from time to time you may be required to undertake such 

other duties as they may be commensurate with the business needs of the Company. 

4. COMPENSATION

a. Your remuneration shall be as per Annexure titled “Annexure-1”.
b. Salary is subject to Income Tax and other statutory deductions and will be paid into a bank

account indicated by you. 

c. You will receive a monthly pay statement detailing gross pay and deductions. Any subsequent

changes to your salary will be highlighted in that statement. 
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study@instyn.school 

d. Periodically your performance will be reviewed. If a performance award (bonus) is applicable,

it will usually be paid subject to your performance appraisal, ratings and company performance and 

other such criteria at payout intervals determined by the Company. 

e. In the event of an Income tax liability or any other tax liability or any statutory charges arising

as a result of your employment with the Company, these will be borne by yourself, and Company 

shall in no event be liable for payment of these taxes or any other charges of this nature for the 

period of your employment or after cessation of your employment with the Company. 

5. SALARY REVISIONS

a. The Company may undertake a periodic review of salaries, and will notify you of any

amendments which are to be applied. Such reviews will take due consideration of, amongst other 

things, inflationary, deflationary, market and other economic pressures impacting the company and 

the staff. 

6. DEDUCTIONS FROM PAY

a. When your employment ends, if the number of annual leaves you have taken exceeds your

entitlement, an appropriate deduction will be made from your full and final payout. 

b. Any leave balance outstanding in your name may be encashed subject to the Leave

encashment Policy applicable. 

c. If you are summarily dismissed, or you leave the Company without giving due notice under

your contract of employment, your entitlement to holiday pay ends with the date of termination. 

7. HOURS OF WORK

a. Your usual working hours shall be 8 hours excluding the breaks. However, you may be required

to put in additional hours as and when there is a business requirement. 

b. The business working days of the Company 6 Days a week. For any Shift working, the Company

shall inform you reasonably in advance. 

8. ADDITIONAL HOURS

a. Subject to your role qualifying for overtime under applicable statutory provisions if occasions

so arise when you may be required to work additional hours beyond normal hours. 

9. LEAVES

a. The Company’s holiday year runs from the first day of January to the last day of December in
the same year. 

b. In a Year, you are entitled to 15 days of earned leave, 6 days of casual leave and 6 days of sick

leave. This should be informed and approved by HR, AVP & VP/Head of the Department 15 days 

prior to the leaves. 

c. Please refer to the detailed Leave Policy upon joining.

d. No salary will be paid for periods of unauthorized absence. Unauthorized absence for a period

of more than 3 days shall result in termination of employment on grounds of abandonment of 

employment. 

e. Subject to conditions prescribed by the law, Maternity Leave for a period of 6 months shall be

available to women employees who have worked for a period of minimum of 80 days. 

10. PLACE OF WORK AND MOBILITY

a. Your usual location of work will be Bangalore. However, you may be required from time to

time to work at or from any office or location of the Company or within different companies 
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affiliated to Eduinstyn Learning Pvt Ltd. A change of your place of residence may be required from 

time to time and you may be transferred from one city to another for the business needs of the 

Company. In case of transfer, your transfer shall be subject to the Relocation Policy. 

 

11. RETIREMENT 

a. Normal retirement in the company is at age 58. Your employment will terminate automatically 

at the end of the month in which your 58th birthday occurs, unless you are otherwise advised by 

individual notice. You may also be retired earlier if found to be medically unfit or suffer any other 

incapacity that may impact on the effective performance of your services. 

 

12. RULES AND REGULATIONS 

a. Eduinstyn Learning Pvt Ltd is a business based on integrity and mutual trust. To maintain and 

safeguard the trust and confidence of customers and the public certain ethical principles and 

standards of conduct have to be maintained. 

b. In addition to any requirement under the Code of Conduct, you are also required as a 

condition of continued employment to disclose to Eduinstyn Learning Pvt Ltd immediately and 

without any delay, any instance of you being arrested or charged or convicted of any criminal 

offence(s) and / or being declared bankrupt during the course of your employment. Failure to 

disclose such information may result in disciplinary proceedings up to and including but not limited 

to termination of employment. 

c. Other specific rules and regulations will be notified by the Company from time to time. 

d. Policies, Code of Conduct, rules, and regulations may be amended from time to time. You are 

required to keep yourself updated on such changes. 

 

13. CONFIDENTIALITY 

a. As a condition of employment, you are required to sign and return the Non-Disclosure 

Agreement in Annexure that pledges confidentiality on all business matters pertaining to Eduinstyn 

Learning Pvt Ltd, its subsidiaries, the company, and its customers. A breach of confidentiality is a 

material breach and may result in disciplinary proceedings including but not limited to injunction, 

termination of employment or claims of damages. 

 

14. PROTECTION OF PERSONAL DATA 

a. Eduinstyn Learning Pvt Ltd adopts industry standard software for maintenance of employee 

and customer data and Personal data of employees and customer data. Such data may be processed 

for human resources administration purposes, including payroll administration, career development, 

performance and health and safety administration and such business and operational needs. 

b. In order to process your personal data, the Company needs your consent. A format of such 

consent is enclosed with this letter. 

c. We request you to read and confirm your consent and return the Consent to us. Access to 

information systems and your personal data will be protected in accordance with our standard 

practices. 

 

15. USE OF SOFTWARE AND SYSTEMS ACCESS 

a. You are required to follow policies, rules and procedures laid down by the Company in this 

letter and those subsequently notified by the Company. 

 

 

16. DATA PROTECTION 
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a. Under the Company’s policies, you have a responsibility to ensure that all personal data, 

confidential information you process or process, is kept protected. Unauthorized disclosure of 

personal data of anyone, yourself, your colleagues, vendors, or customers is a material breach and 

may result in disciplinary action including but not limited to termination of employment and other 

actions as may be necessary under the applicable laws governing data protection. Therefore, you 

must ensure that you do the following in addition to all other guidance regarding data protection 

you may receive from the Company from time to time: 

b. Do not disclose personal data without authority 

c. Do not access information or systems not directly relevant to each task Do not treat personal 

data carelessly 

d. Lock all printouts away when not in use 

e. Do not disclose your computer password to any unauthorized person. 

f. Under the Company’s policies, it is important that the Company’s internal, restricted, or highly 

restricted personal records are maintained as accurately as possible. Hence, you must notify the 

Company in writing of any change in your personal circumstances, such as your address, marital 

status, birth of children, attainment of professional qualifications, and so forth. 

 

17. Performance Improvement Plan 

During this period, you are required to adhere and deliver the KPI (Key performance indicators) 

which will be communicated to you as and when this is being implemented 

 

18. TERMINATION OF YOUR EMPLOYMENT BY THE COMPANY 

a. Post confirmation, you may be terminated on the grounds of misconduct, breach of 

employment terms or policies, breach of laws. 

b. In the event of misconduct, breach of policies, Code of Conduct, involvement in any criminal 

activity of sexual harassment incident or similar such reasons, the notice period of one month shall 

not apply and services may require to be terminated at shorter notice. 

c. Notice of Termination may be handed to you personally, by email or sent to your last recorded 

address. The Company reserves the right to ask that you no longer work at your office location for 

the duration of your notice period in case circumstances so require. 

 

19. TERMINATION OF EMPLOYMENT BY YOU 

a. During probation, you are required to give the company at least one calendar months’ notice 

in writing. Post confirmation, you are required to give the company a minimum of 1 months’ notice 

in writing. Where a notice period as per terms of employment is not served, pay in lieu of notice 

period would be reduced from the final settlement dues to the employee. Upon immediate 

termination of employment by you, you will have to compensate by paying an amount equal to 2 

months’ salary to the Company in lieu of the notice period. 

b. Violation during Notice Period: During notice period you are expected to adhere to all the KPIs 

and perform to the best of your abilities. In the event that the KPIs are not met, the work and 

compensation will be considered null and void during the notice period and the compensation as per 

clause 19.a will have to be paid by you. 

c. Corollary: If during the notice period, you fail to achieve the KPIs – you have an option to move 

to a “Pay per Conversion” model wherein you will be eligible to receive 30% of the revenue 

generated and received on behalf of the company. 

 

20. RETURN OF ASSETS UPON END OF YOUR ENGAGEMENT 
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a. You shall immediately return all computers, software, access cards, work deliverables, 

completed or work in progress and any other Eduinstyn Learning Pvt Ltd provided property upon 

your end of employment. You shall not make any copies of work products or software or retain any 

of Eduinstyn Learning Pvt Ltd assets in your possession after your employment with Eduinstyn 

Learning Pvt Ltd comes to an end. You understand that a breach of this obligation entitles Eduinstyn 

Learning Pvt Ltd to take civil and criminal actions as applicable for recovery of its assets. 

 

21. INTELLECTUAL PROPERTY RIGHTS IN DELIVERABLES 

a. In consideration of your employment, you agree and hereby assign all intellectual property 

rights copyrights, patents, trademarks, design rights or any other proprietary right and moral rights 

assignable to Eduinstyn Learning Pvt Ltd in all deliverables you create in the course of your 

employment including but not limited to software codes, reports, algorithms, analysis etc. 

b. You shall not retain any copies of the same in your personal computer or mail systems. 

c. You understand that intellectual property is a vital asset for Eduinstyn Learning Pvt Ltd and any 

wrongful disclosure or handling of the same shall result in irreparable loss and injury to Eduinstyn 

Learning Pvt Ltd and allow Eduinstyn Learning Pvt Ltd to prosecute a legal action, claim damages or 

injunctions. 

d. You shall not use third party’s proprietary material or their intellectual property without 

appropriate authorizations and licenses to produce your work deliverables for Eduinstyn Learning 

Pvt Ltd. 

 

22. INDEMNIFICATIONS 

a. You understand that breaching actions of yours such as breach of confidentiality, breach of 

applicable laws, breach of data protection obligations, breach of intellectual property rights may 

cause Eduinstyn Learning Pvt Ltd financial, reputational or goodwill loss, hence you shall at all times 

indemnify Eduinstyn Learning Pvt Ltd, its directors, third parties and employees from and against any 

claims, losses or damages arising from your breaches or unlawful activities. 

 

23. NON -SOLICITATION 

a. You shall not directly or indirectly induce, influence, coerce, solicit any of Eduinstyn Learning 

Pvt Ltd’s customers or employees. This restriction applies during your tenure with Eduinstyn 

Learning Pvt Ltd and for a duration of two years after termination of your engagement 

with Eduinstyn Learning Pvt Ltd, regardless of the reason for termination of your engagement 

with Eduinstyn Learning Pvt Ltd. 

 

24. AMENDMENTS 

a. The Company reserves the right to amend the terms and conditions related to employment, 

the policies, the rules, and regulations applicable to employees. Such changes would be 

communicated through internal communication to the employees at large. Such changes shall be 

deemed to be part of your employment conditions. All enclosures herewith are deemed part of your 

employment agreement with the Company. 

 

25. EXCLUSIVE JURISDICTION 

a. Your employment and conditions of employment are exclusively governed by the laws of India 

and the courts of Bangalore shall have the exclusive jurisdiction on any dispute arising on matters 

related to your employment. 

 

26. SEVERABILITY 
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a. If any part of this agreement is held invalid, void, or unenforceable, the remainder of the terms 

shall continue to be fully enforceable minus the portion which is not enforceable. 

 

 

CONFIRMATION OF ACCEPTANCE 

We request you to complete and return a copy of this letter as a token of written 

acceptance of this offer. If we do not receive a written acceptance as above from you within 7 days 

of the date of this letter, we shall assume that you do not wish to take up this offer of employment 

and our offer will lapse automatically. We sincerely hope that you will accept this appointment and 

look forward to having you onboard. 

 

Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 

 

 

ANNEXURE-1 

 
THE CTC PROVIDED BY THE COMPANY WILL BE INR 2,40,000 LPA for 3 months of probation period, 

after probation period the same will be revised to INR 3,00,000 LPA for a period of 3 months 

thereafter. After completion of 6 months in our organization your CTC will be revised to INR 5,00,000 

LPA as fixed component and INR 3,00,000 LPA as the variable component 

 

Subject to deductions for Employee’s contribution to PF, Professional Tax, Income Tax and other 
statutory deductions that may be applicable. • EPFO guidelines for International Worker applicable. • 
Any other relevant Compensation & Benefits related matter shall be governed by the service rules and 

policies in force and applicable from time to time. • As per IT Act, it is mandatory for all individuals 
working in India whose receipts are subject to deduction of tax at source (the deducted) to furnish his/ 

her PAN details to the deductor (Company), failing which the deductor (Company) w.e.f. April 2010 will 

deduct Tax at Source at rates higher than normal as per norms. 
 

Sl no Salary Breakup Total Monthly 

1 Basic Salary     1,20,000.00           10,000.00  

2 Dearness Allowance        36,000.00             3,000.00  

3 House Rent Allowance        60,000.00             5,000.00  

4 Special Allowance        24,000.00             2,000.00  

  Gross Salary     2,40,000.00           20,000.00  

        

1 Professional Tax          2,400.00                200.00  

2 Income tax - TDS                      -                           -    

  Total Deductions          2,400.00                200.00  

        

  Net Salary     2,37,600.00           19,800.00  

 

 
Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 
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Dear RAHUL PRADEEP 

Appointment letter 

Bangalore 

Further to your recent interview, conditional on and subject to no adverse findings arising 

from any of the employee background verification checks, required to be carried out by the 

Organization, I am pleased to offer you the following employment with Eduinstyn Learning Pvt Ltd, 

with a commencement date of 02/14/2022(Month/date/year). Please report to the undersigned 

on 02/14/2022(Month/date/year) will carry an annual CTC of INR 2,40,000/- at 11:00 AM at our 

office address - 675, 9th Main Rd, Sector 7, HSR Layout, Bengaluru, Karnataka based on the terms 

and conditions stated herein. This offer letter upon written acceptance by you shall be deemed as an 

Employment Agreement. 

1. BACKGROUND CHECKS AND REFERENCE CHECKS

a. During the term of your employment, you may also be subject to the same / similar / other

background verification checks being repeated at such intervals as may be determined solely by the 

Company. In the event that there are any adverse findings that arise during the course of or as a 

result of such background verification checks, you may be subject to disciplinary proceedings up to 

and including but not limited to termination of your employment. For the purpose of obtaining your 

present employer’s reference, you agree that your written acceptance will constitute your 

permission to write for reference checks. 

2. PROBATION

a. You will be on probation for a period of 15 days during which your performance shall be

reviewed by the Company. In case of unsatisfactory performance your probation may be ended or 

extended subject to additional conditions. 

b. Upon successful completion of the probation period without any extension you shall be

deemed to have been confirmed in the services of the Company as permanent Employee automatic. 

c. Upon your successful completion of probation period and becoming a regular employee, you

are required to work with us for a minimum tenure of 12 months from the date of confirmation. At 

any point in time if you wish to leave the company due to reasons of your own, you will have to pay 

a compensation amounting to 1 month’s total pay. 

d. NOTE: If you were hired as Trainee/Intern before for a period up to 3 months/6 Months.

The Probationary will be considered as void. 

3. JOB TITLE: Manger-Sales
As a term of your employment from time to time you may be required to undertake such 

other duties as they may be commensurate with the business needs of the Company. 

4. COMPENSATION

a. Your remuneration shall be as per Annexure titled “Annexure-1”.
b. Salary is subject to Income Tax and other statutory deductions and will be paid into a bank

account indicated by you. 

c. You will receive a monthly pay statement detailing gross pay and deductions. Any subsequent

changes to your salary will be highlighted in that statement. 
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d. Periodically your performance will be reviewed. If a performance award (bonus) is applicable,

it will usually be paid subject to your performance appraisal, ratings and company performance and 

other such criteria at payout intervals determined by the Company. 

e. In the event of an Income tax liability or any other tax liability or any statutory charges arising

as a result of your employment with the Company, these will be borne by yourself, and Company 

shall in no event be liable for payment of these taxes or any other charges of this nature for the 

period of your employment or after cessation of your employment with the Company. 

5. SALARY REVISIONS

a. The Company may undertake a periodic review of salaries, and will notify you of any

amendments which are to be applied. Such reviews will take due consideration of, amongst other 

things, inflationary, deflationary, market and other economic pressures impacting the company and 

the staff. 

6. DEDUCTIONS FROM PAY

a. When your employment ends, if the number of annual leaves you have taken exceeds your

entitlement, an appropriate deduction will be made from your full and final payout. 

b. Any leave balance outstanding in your name may be encashed subject to the Leave

encashment Policy applicable. 

c. If you are summarily dismissed, or you leave the Company without giving due notice under

your contract of employment, your entitlement to holiday pay ends with the date of termination. 

7. HOURS OF WORK

a. Your usual working hours shall be 8 hours excluding the breaks. However, you may be required

to put in additional hours as and when there is a business requirement. 

b. The business working days of the Company 6 Days a week. For any Shift working, the Company

shall inform you reasonably in advance. 

8. ADDITIONAL HOURS

a. Subject to your role qualifying for overtime under applicable statutory provisions if occasions

so arise when you may be required to work additional hours beyond normal hours. 

9. LEAVES

a. The Company’s holiday year runs from the first day of January to the last day of December in
the same year. 

b. In a Year, you are entitled to 15 days of earned leave, 6 days of casual leave and 6 days of sick

leave. This should be informed and approved by HR, AVP & VP/Head of the Department 15 days 

prior to the leaves. 

c. Please refer to the detailed Leave Policy upon joining.

d. No salary will be paid for periods of unauthorized absence. Unauthorized absence for a period

of more than 3 days shall result in termination of employment on grounds of abandonment of 

employment. 

e. Subject to conditions prescribed by the law, Maternity Leave for a period of 6 months shall be

available to women employees who have worked for a period of minimum of 80 days. 

10. PLACE OF WORK AND MOBILITY

a. Your usual location of work will be Bangalore. However, you may be required from time to

time to work at or from any office or location of the Company or within different companies 
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affiliated to Eduinstyn Learning Pvt Ltd. A change of your place of residence may be required from 

time to time and you may be transferred from one city to another for the business needs of the 

Company. In case of transfer, your transfer shall be subject to the Relocation Policy. 

 

11. RETIREMENT 

a. Normal retirement in the company is at age 58. Your employment will terminate automatically 

at the end of the month in which your 58th birthday occurs, unless you are otherwise advised by 

individual notice. You may also be retired earlier if found to be medically unfit or suffer any other 

incapacity that may impact on the effective performance of your services. 

 

12. RULES AND REGULATIONS 

a. Eduinstyn Learning Pvt Ltd is a business based on integrity and mutual trust. To maintain and 

safeguard the trust and confidence of customers and the public certain ethical principles and 

standards of conduct have to be maintained. 

b. In addition to any requirement under the Code of Conduct, you are also required as a 

condition of continued employment to disclose to Eduinstyn Learning Pvt Ltd immediately and 

without any delay, any instance of you being arrested or charged or convicted of any criminal 

offence(s) and / or being declared bankrupt during the course of your employment. Failure to 

disclose such information may result in disciplinary proceedings up to and including but not limited 

to termination of employment. 

c. Other specific rules and regulations will be notified by the Company from time to time. 

d. Policies, Code of Conduct, rules, and regulations may be amended from time to time. You are 

required to keep yourself updated on such changes. 

 

13. CONFIDENTIALITY 

a. As a condition of employment, you are required to sign and return the Non-Disclosure 

Agreement in Annexure that pledges confidentiality on all business matters pertaining to Eduinstyn 

Learning Pvt Ltd, its subsidiaries, the company, and its customers. A breach of confidentiality is a 

material breach and may result in disciplinary proceedings including but not limited to injunction, 

termination of employment or claims of damages. 

 

14. PROTECTION OF PERSONAL DATA 

a. Eduinstyn Learning Pvt Ltd adopts industry standard software for maintenance of employee 

and customer data and Personal data of employees and customer data. Such data may be processed 

for human resources administration purposes, including payroll administration, career development, 

performance and health and safety administration and such business and operational needs. 

b. In order to process your personal data, the Company needs your consent. A format of such 

consent is enclosed with this letter. 

c. We request you to read and confirm your consent and return the Consent to us. Access to 

information systems and your personal data will be protected in accordance with our standard 

practices. 

 

15. USE OF SOFTWARE AND SYSTEMS ACCESS 

a. You are required to follow policies, rules and procedures laid down by the Company in this 

letter and those subsequently notified by the Company. 

 

 

16. DATA PROTECTION 
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a. Under the Company’s policies, you have a responsibility to ensure that all personal data, 

confidential information you process or process, is kept protected. Unauthorized disclosure of 

personal data of anyone, yourself, your colleagues, vendors, or customers is a material breach and 

may result in disciplinary action including but not limited to termination of employment and other 

actions as may be necessary under the applicable laws governing data protection. Therefore, you 

must ensure that you do the following in addition to all other guidance regarding data protection 

you may receive from the Company from time to time: 

b. Do not disclose personal data without authority 

c. Do not access information or systems not directly relevant to each task Do not treat personal 

data carelessly 

d. Lock all printouts away when not in use 

e. Do not disclose your computer password to any unauthorized person. 

f. Under the Company’s policies, it is important that the Company’s internal, restricted, or highly 

restricted personal records are maintained as accurately as possible. Hence, you must notify the 

Company in writing of any change in your personal circumstances, such as your address, marital 

status, birth of children, attainment of professional qualifications, and so forth. 

 

17. Performance Improvement Plan 

During this period, you are required to adhere and deliver the KPI (Key performance indicators) 

which will be communicated to you as and when this is being implemented 

 

18. TERMINATION OF YOUR EMPLOYMENT BY THE COMPANY 

a. Post confirmation, you may be terminated on the grounds of misconduct, breach of 

employment terms or policies, breach of laws. 

b. In the event of misconduct, breach of policies, Code of Conduct, involvement in any criminal 

activity of sexual harassment incident or similar such reasons, the notice period of one month shall 

not apply and services may require to be terminated at shorter notice. 

c. Notice of Termination may be handed to you personally, by email or sent to your last recorded 

address. The Company reserves the right to ask that you no longer work at your office location for 

the duration of your notice period in case circumstances so require. 

 

19. TERMINATION OF EMPLOYMENT BY YOU 

a. During probation, you are required to give the company at least one calendar months’ notice 

in writing. Post confirmation, you are required to give the company a minimum of 1 months’ notice 

in writing. Where a notice period as per terms of employment is not served, pay in lieu of notice 

period would be reduced from the final settlement dues to the employee. Upon immediate 

termination of employment by you, you will have to compensate by paying an amount equal to 2 

months’ salary to the Company in lieu of the notice period. 

b. Violation during Notice Period: During notice period you are expected to adhere to all the KPIs 

and perform to the best of your abilities. In the event that the KPIs are not met, the work and 

compensation will be considered null and void during the notice period and the compensation as per 

clause 19.a will have to be paid by you. 

c. Corollary: If during the notice period, you fail to achieve the KPIs – you have an option to move 

to a “Pay per Conversion” model wherein you will be eligible to receive 30% of the revenue 

generated and received on behalf of the company. 

 

20. RETURN OF ASSETS UPON END OF YOUR ENGAGEMENT 
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a. You shall immediately return all computers, software, access cards, work deliverables, 

completed or work in progress and any other Eduinstyn Learning Pvt Ltd provided property upon 

your end of employment. You shall not make any copies of work products or software or retain any 

of Eduinstyn Learning Pvt Ltd assets in your possession after your employment with Eduinstyn 

Learning Pvt Ltd comes to an end. You understand that a breach of this obligation entitles Eduinstyn 

Learning Pvt Ltd to take civil and criminal actions as applicable for recovery of its assets. 

 

21. INTELLECTUAL PROPERTY RIGHTS IN DELIVERABLES 

a. In consideration of your employment, you agree and hereby assign all intellectual property 

rights copyrights, patents, trademarks, design rights or any other proprietary right and moral rights 

assignable to Eduinstyn Learning Pvt Ltd in all deliverables you create in the course of your 

employment including but not limited to software codes, reports, algorithms, analysis etc. 

b. You shall not retain any copies of the same in your personal computer or mail systems. 

c. You understand that intellectual property is a vital asset for Eduinstyn Learning Pvt Ltd and any 

wrongful disclosure or handling of the same shall result in irreparable loss and injury to Eduinstyn 

Learning Pvt Ltd and allow Eduinstyn Learning Pvt Ltd to prosecute a legal action, claim damages or 

injunctions. 

d. You shall not use third party’s proprietary material or their intellectual property without 

appropriate authorizations and licenses to produce your work deliverables for Eduinstyn Learning 

Pvt Ltd. 

 

22. INDEMNIFICATIONS 

a. You understand that breaching actions of yours such as breach of confidentiality, breach of 

applicable laws, breach of data protection obligations, breach of intellectual property rights may 

cause Eduinstyn Learning Pvt Ltd financial, reputational or goodwill loss, hence you shall at all times 

indemnify Eduinstyn Learning Pvt Ltd, its directors, third parties and employees from and against any 

claims, losses or damages arising from your breaches or unlawful activities. 

 

23. NON -SOLICITATION 

a. You shall not directly or indirectly induce, influence, coerce, solicit any of Eduinstyn Learning 

Pvt Ltd’s customers or employees. This restriction applies during your tenure with Eduinstyn 

Learning Pvt Ltd and for a duration of two years after termination of your engagement 

with Eduinstyn Learning Pvt Ltd, regardless of the reason for termination of your engagement 

with Eduinstyn Learning Pvt Ltd. 

 

24. AMENDMENTS 

a. The Company reserves the right to amend the terms and conditions related to employment, 

the policies, the rules, and regulations applicable to employees. Such changes would be 

communicated through internal communication to the employees at large. Such changes shall be 

deemed to be part of your employment conditions. All enclosures herewith are deemed part of your 

employment agreement with the Company. 

 

25. EXCLUSIVE JURISDICTION 

a. Your employment and conditions of employment are exclusively governed by the laws of India 

and the courts of Bangalore shall have the exclusive jurisdiction on any dispute arising on matters 

related to your employment. 

 

26. SEVERABILITY 
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a. If any part of this agreement is held invalid, void, or unenforceable, the remainder of the terms 

shall continue to be fully enforceable minus the portion which is not enforceable. 

 

 

CONFIRMATION OF ACCEPTANCE 

We request you to complete and return a copy of this letter as a token of written 

acceptance of this offer. If we do not receive a written acceptance as above from you within 7 days 

of the date of this letter, we shall assume that you do not wish to take up this offer of employment 

and our offer will lapse automatically. We sincerely hope that you will accept this appointment and 

look forward to having you onboard. 

 

Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 

 

 

ANNEXURE-1 

 
THE CTC PROVIDED BY THE COMPANY WILL BE INR 2,40,000 LPA for 3 months of probation period, 

after probation period the same will be revised to INR 3,00,000 LPA for a period of 3 months 

thereafter. After completion of 6 months in our organization your CTC will be revised to INR 5,00,000 

LPA as fixed component and INR 3,00,000 LPA as the variable component 

 

Subject to deductions for Employee’s contribution to PF, Professional Tax, Income Tax and other 
statutory deductions that may be applicable. • EPFO guidelines for International Worker applicable. • 
Any other relevant Compensation & Benefits related matter shall be governed by the service rules and 

policies in force and applicable from time to time. • As per IT Act, it is mandatory for all individuals 
working in India whose receipts are subject to deduction of tax at source (the deducted) to furnish his/ 

her PAN details to the deductor (Company), failing which the deductor (Company) w.e.f. April 2010 will 

deduct Tax at Source at rates higher than normal as per norms. 
 

Sl no Salary Breakup Total Monthly 

1 Basic Salary     1,20,000.00           10,000.00  

2 Dearness Allowance        36,000.00             3,000.00  

3 House Rent Allowance        60,000.00             5,000.00  

4 Special Allowance        24,000.00             2,000.00  

  Gross Salary     2,40,000.00           20,000.00  

        

1 Professional Tax          2,400.00                200.00  

2 Income tax - TDS                      -                           -    

  Total Deductions          2,400.00                200.00  

        

  Net Salary     2,37,600.00           19,800.00  

 

 
Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 
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Dear Kempe Gowda

Appointment letter 

Bangalore 

Further to your recent interview, conditional on and subject to no adverse findings arising 

from any of the employee background verification checks, required to be carried out by the 

Organization, I am pleased to offer you the following employment with Eduinstyn Learning Pvt Ltd, 

with a commencement date of 02/14/2022(Month/date/year). Please report to the undersigned 

on 02/14/2022(Month/date/year) will carry an annual CTC of INR 2,40,000/- at 11:00 AM at our 

office address - 675, 9th Main Rd, Sector 7, HSR Layout, Bengaluru, Karnataka based on the terms 

and conditions stated herein. This offer letter upon written acceptance by you shall be deemed as an 

Employment Agreement. 

1. BACKGROUND CHECKS AND REFERENCE CHECKS

a. During the term of your employment, you may also be subject to the same / similar / other

background verification checks being repeated at such intervals as may be determined solely by the 

Company. In the event that there are any adverse findings that arise during the course of or as a 

result of such background verification checks, you may be subject to disciplinary proceedings up to 

and including but not limited to termination of your employment. For the purpose of obtaining your 

present employer’s reference, you agree that your written acceptance will constitute your 

permission to write for reference checks. 

2. PROBATION

a. You will be on probation for a period of 15 days during which your performance shall be

reviewed by the Company. In case of unsatisfactory performance your probation may be ended or 

extended subject to additional conditions. 

b. Upon successful completion of the probation period without any extension you shall be

deemed to have been confirmed in the services of the Company as permanent Employee automatic. 

c. Upon your successful completion of probation period and becoming a regular employee, you

are required to work with us for a minimum tenure of 12 months from the date of confirmation. At 

any point in time if you wish to leave the company due to reasons of your own, you will have to pay 

a compensation amounting to 1 month’s total pay. 

d. NOTE: If you were hired as Trainee/Intern before for a period up to 3 months/6 Months.

The Probationary will be considered as void. 

3. JOB TITLE: Manger-Sales
As a term of your employment from time to time you may be required to undertake such 

other duties as they may be commensurate with the business needs of the Company. 

4. COMPENSATION

a. Your remuneration shall be as per Annexure titled “Annexure-1”.
b. Salary is subject to Income Tax and other statutory deductions and will be paid into a bank

account indicated by you. 

c. You will receive a monthly pay statement detailing gross pay and deductions. Any subsequent

changes to your salary will be highlighted in that statement. 
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d. Periodically your performance will be reviewed. If a performance award (bonus) is applicable,

it will usually be paid subject to your performance appraisal, ratings and company performance and 

other such criteria at payout intervals determined by the Company. 

e. In the event of an Income tax liability or any other tax liability or any statutory charges arising

as a result of your employment with the Company, these will be borne by yourself, and Company 

shall in no event be liable for payment of these taxes or any other charges of this nature for the 

period of your employment or after cessation of your employment with the Company. 

5. SALARY REVISIONS

a. The Company may undertake a periodic review of salaries, and will notify you of any

amendments which are to be applied. Such reviews will take due consideration of, amongst other 

things, inflationary, deflationary, market and other economic pressures impacting the company and 

the staff. 

6. DEDUCTIONS FROM PAY

a. When your employment ends, if the number of annual leaves you have taken exceeds your

entitlement, an appropriate deduction will be made from your full and final payout. 

b. Any leave balance outstanding in your name may be encashed subject to the Leave

encashment Policy applicable. 

c. If you are summarily dismissed, or you leave the Company without giving due notice under

your contract of employment, your entitlement to holiday pay ends with the date of termination. 

7. HOURS OF WORK

a. Your usual working hours shall be 8 hours excluding the breaks. However, you may be required

to put in additional hours as and when there is a business requirement. 

b. The business working days of the Company 6 Days a week. For any Shift working, the Company

shall inform you reasonably in advance. 

8. ADDITIONAL HOURS

a. Subject to your role qualifying for overtime under applicable statutory provisions if occasions

so arise when you may be required to work additional hours beyond normal hours. 

9. LEAVES

a. The Company’s holiday year runs from the first day of January to the last day of December in
the same year. 

b. In a Year, you are entitled to 15 days of earned leave, 6 days of casual leave and 6 days of sick

leave. This should be informed and approved by HR, AVP & VP/Head of the Department 15 days 

prior to the leaves. 

c. Please refer to the detailed Leave Policy upon joining.

d. No salary will be paid for periods of unauthorized absence. Unauthorized absence for a period

of more than 3 days shall result in termination of employment on grounds of abandonment of 

employment. 

e. Subject to conditions prescribed by the law, Maternity Leave for a period of 6 months shall be

available to women employees who have worked for a period of minimum of 80 days. 

10. PLACE OF WORK AND MOBILITY

a. Your usual location of work will be Bangalore. However, you may be required from time to

time to work at or from any office or location of the Company or within different companies 
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affiliated to Eduinstyn Learning Pvt Ltd. A change of your place of residence may be required from 

time to time and you may be transferred from one city to another for the business needs of the 

Company. In case of transfer, your transfer shall be subject to the Relocation Policy. 

 

11. RETIREMENT 

a. Normal retirement in the company is at age 58. Your employment will terminate automatically 

at the end of the month in which your 58th birthday occurs, unless you are otherwise advised by 

individual notice. You may also be retired earlier if found to be medically unfit or suffer any other 

incapacity that may impact on the effective performance of your services. 

 

12. RULES AND REGULATIONS 

a. Eduinstyn Learning Pvt Ltd is a business based on integrity and mutual trust. To maintain and 

safeguard the trust and confidence of customers and the public certain ethical principles and 

standards of conduct have to be maintained. 

b. In addition to any requirement under the Code of Conduct, you are also required as a 

condition of continued employment to disclose to Eduinstyn Learning Pvt Ltd immediately and 

without any delay, any instance of you being arrested or charged or convicted of any criminal 

offence(s) and / or being declared bankrupt during the course of your employment. Failure to 

disclose such information may result in disciplinary proceedings up to and including but not limited 

to termination of employment. 

c. Other specific rules and regulations will be notified by the Company from time to time. 

d. Policies, Code of Conduct, rules, and regulations may be amended from time to time. You are 

required to keep yourself updated on such changes. 

 

13. CONFIDENTIALITY 

a. As a condition of employment, you are required to sign and return the Non-Disclosure 

Agreement in Annexure that pledges confidentiality on all business matters pertaining to Eduinstyn 

Learning Pvt Ltd, its subsidiaries, the company, and its customers. A breach of confidentiality is a 

material breach and may result in disciplinary proceedings including but not limited to injunction, 

termination of employment or claims of damages. 

 

14. PROTECTION OF PERSONAL DATA 

a. Eduinstyn Learning Pvt Ltd adopts industry standard software for maintenance of employee 

and customer data and Personal data of employees and customer data. Such data may be processed 

for human resources administration purposes, including payroll administration, career development, 

performance and health and safety administration and such business and operational needs. 

b. In order to process your personal data, the Company needs your consent. A format of such 

consent is enclosed with this letter. 

c. We request you to read and confirm your consent and return the Consent to us. Access to 

information systems and your personal data will be protected in accordance with our standard 

practices. 

 

15. USE OF SOFTWARE AND SYSTEMS ACCESS 

a. You are required to follow policies, rules and procedures laid down by the Company in this 

letter and those subsequently notified by the Company. 

 

 

16. DATA PROTECTION 
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a. Under the Company’s policies, you have a responsibility to ensure that all personal data, 

confidential information you process or process, is kept protected. Unauthorized disclosure of 

personal data of anyone, yourself, your colleagues, vendors, or customers is a material breach and 

may result in disciplinary action including but not limited to termination of employment and other 

actions as may be necessary under the applicable laws governing data protection. Therefore, you 

must ensure that you do the following in addition to all other guidance regarding data protection 

you may receive from the Company from time to time: 

b. Do not disclose personal data without authority 

c. Do not access information or systems not directly relevant to each task Do not treat personal 

data carelessly 

d. Lock all printouts away when not in use 

e. Do not disclose your computer password to any unauthorized person. 

f. Under the Company’s policies, it is important that the Company’s internal, restricted, or highly 

restricted personal records are maintained as accurately as possible. Hence, you must notify the 

Company in writing of any change in your personal circumstances, such as your address, marital 

status, birth of children, attainment of professional qualifications, and so forth. 

 

17. Performance Improvement Plan 

During this period, you are required to adhere and deliver the KPI (Key performance indicators) 

which will be communicated to you as and when this is being implemented 

 

18. TERMINATION OF YOUR EMPLOYMENT BY THE COMPANY 

a. Post confirmation, you may be terminated on the grounds of misconduct, breach of 

employment terms or policies, breach of laws. 

b. In the event of misconduct, breach of policies, Code of Conduct, involvement in any criminal 

activity of sexual harassment incident or similar such reasons, the notice period of one month shall 

not apply and services may require to be terminated at shorter notice. 

c. Notice of Termination may be handed to you personally, by email or sent to your last recorded 

address. The Company reserves the right to ask that you no longer work at your office location for 

the duration of your notice period in case circumstances so require. 

 

19. TERMINATION OF EMPLOYMENT BY YOU 

a. During probation, you are required to give the company at least one calendar months’ notice 

in writing. Post confirmation, you are required to give the company a minimum of 1 months’ notice 

in writing. Where a notice period as per terms of employment is not served, pay in lieu of notice 

period would be reduced from the final settlement dues to the employee. Upon immediate 

termination of employment by you, you will have to compensate by paying an amount equal to 2 

months’ salary to the Company in lieu of the notice period. 

b. Violation during Notice Period: During notice period you are expected to adhere to all the KPIs 

and perform to the best of your abilities. In the event that the KPIs are not met, the work and 

compensation will be considered null and void during the notice period and the compensation as per 

clause 19.a will have to be paid by you. 

c. Corollary: If during the notice period, you fail to achieve the KPIs – you have an option to move 

to a “Pay per Conversion” model wherein you will be eligible to receive 30% of the revenue 

generated and received on behalf of the company. 

 

20. RETURN OF ASSETS UPON END OF YOUR ENGAGEMENT 
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a. You shall immediately return all computers, software, access cards, work deliverables, 

completed or work in progress and any other Eduinstyn Learning Pvt Ltd provided property upon 

your end of employment. You shall not make any copies of work products or software or retain any 

of Eduinstyn Learning Pvt Ltd assets in your possession after your employment with Eduinstyn 

Learning Pvt Ltd comes to an end. You understand that a breach of this obligation entitles Eduinstyn 

Learning Pvt Ltd to take civil and criminal actions as applicable for recovery of its assets. 

 

21. INTELLECTUAL PROPERTY RIGHTS IN DELIVERABLES 

a. In consideration of your employment, you agree and hereby assign all intellectual property 

rights copyrights, patents, trademarks, design rights or any other proprietary right and moral rights 

assignable to Eduinstyn Learning Pvt Ltd in all deliverables you create in the course of your 

employment including but not limited to software codes, reports, algorithms, analysis etc. 

b. You shall not retain any copies of the same in your personal computer or mail systems. 

c. You understand that intellectual property is a vital asset for Eduinstyn Learning Pvt Ltd and any 

wrongful disclosure or handling of the same shall result in irreparable loss and injury to Eduinstyn 

Learning Pvt Ltd and allow Eduinstyn Learning Pvt Ltd to prosecute a legal action, claim damages or 

injunctions. 

d. You shall not use third party’s proprietary material or their intellectual property without 

appropriate authorizations and licenses to produce your work deliverables for Eduinstyn Learning 

Pvt Ltd. 

 

22. INDEMNIFICATIONS 

a. You understand that breaching actions of yours such as breach of confidentiality, breach of 

applicable laws, breach of data protection obligations, breach of intellectual property rights may 

cause Eduinstyn Learning Pvt Ltd financial, reputational or goodwill loss, hence you shall at all times 

indemnify Eduinstyn Learning Pvt Ltd, its directors, third parties and employees from and against any 

claims, losses or damages arising from your breaches or unlawful activities. 

 

23. NON -SOLICITATION 

a. You shall not directly or indirectly induce, influence, coerce, solicit any of Eduinstyn Learning 

Pvt Ltd’s customers or employees. This restriction applies during your tenure with Eduinstyn 

Learning Pvt Ltd and for a duration of two years after termination of your engagement 

with Eduinstyn Learning Pvt Ltd, regardless of the reason for termination of your engagement 

with Eduinstyn Learning Pvt Ltd. 

 

24. AMENDMENTS 

a. The Company reserves the right to amend the terms and conditions related to employment, 

the policies, the rules, and regulations applicable to employees. Such changes would be 

communicated through internal communication to the employees at large. Such changes shall be 

deemed to be part of your employment conditions. All enclosures herewith are deemed part of your 

employment agreement with the Company. 

 

25. EXCLUSIVE JURISDICTION 

a. Your employment and conditions of employment are exclusively governed by the laws of India 

and the courts of Bangalore shall have the exclusive jurisdiction on any dispute arising on matters 

related to your employment. 

 

26. SEVERABILITY 
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a. If any part of this agreement is held invalid, void, or unenforceable, the remainder of the terms 

shall continue to be fully enforceable minus the portion which is not enforceable. 

 

 

CONFIRMATION OF ACCEPTANCE 

We request you to complete and return a copy of this letter as a token of written 

acceptance of this offer. If we do not receive a written acceptance as above from you within 7 days 

of the date of this letter, we shall assume that you do not wish to take up this offer of employment 

and our offer will lapse automatically. We sincerely hope that you will accept this appointment and 

look forward to having you onboard. 

 

Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 

 

 

ANNEXURE-1 

 
THE CTC PROVIDED BY THE COMPANY WILL BE INR 2,40,000 LPA for 3 months of probation period, 

after probation period the same will be revised to INR 3,00,000 LPA for a period of 3 months 

thereafter. After completion of 6 months in our organization your CTC will be revised to INR 5,00,000 

LPA as fixed component and INR 3,00,000 LPA as the variable component 

 

Subject to deductions for Employee’s contribution to PF, Professional Tax, Income Tax and other 
statutory deductions that may be applicable. • EPFO guidelines for International Worker applicable. • 
Any other relevant Compensation & Benefits related matter shall be governed by the service rules and 

policies in force and applicable from time to time. • As per IT Act, it is mandatory for all individuals 
working in India whose receipts are subject to deduction of tax at source (the deducted) to furnish his/ 

her PAN details to the deductor (Company), failing which the deductor (Company) w.e.f. April 2010 will 

deduct Tax at Source at rates higher than normal as per norms. 
 

Sl no Salary Breakup Total Monthly 

1 Basic Salary     1,20,000.00           10,000.00  

2 Dearness Allowance        36,000.00             3,000.00  

3 House Rent Allowance        60,000.00             5,000.00  

4 Special Allowance        24,000.00             2,000.00  

  Gross Salary     2,40,000.00           20,000.00  

        

1 Professional Tax          2,400.00                200.00  

2 Income tax - TDS                      -                           -    

  Total Deductions          2,400.00                200.00  

        

  Net Salary     2,37,600.00           19,800.00  

 

 
Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 
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Dear SHANGAVI B N 

Appointment letter 

Bangalore 

Further to your recent interview, conditional on and subject to no adverse findings arising 

from any of the employee background verification checks, required to be carried out by the 

Organization, I am pleased to offer you the following employment with Eduinstyn Learning Pvt Ltd, 

with a commencement date of 02/14/2022(Month/date/year). Please report to the undersigned 

on 02/14/2022(Month/date/year) will carry an annual CTC of INR 2,40,000/- at 11:00 AM at our 

office address - 675, 9th Main Rd, Sector 7, HSR Layout, Bengaluru, Karnataka based on the terms 

and conditions stated herein. This offer letter upon written acceptance by you shall be deemed as an 

Employment Agreement. 

1. BACKGROUND CHECKS AND REFERENCE CHECKS

a. During the term of your employment, you may also be subject to the same / similar / other

background verification checks being repeated at such intervals as may be determined solely by the 

Company. In the event that there are any adverse findings that arise during the course of or as a 

result of such background verification checks, you may be subject to disciplinary proceedings up to 

and including but not limited to termination of your employment. For the purpose of obtaining your 

present employer’s reference, you agree that your written acceptance will constitute your 

permission to write for reference checks. 

2. PROBATION

a. You will be on probation for a period of 15 days during which your performance shall be

reviewed by the Company. In case of unsatisfactory performance your probation may be ended or 

extended subject to additional conditions. 

b. Upon successful completion of the probation period without any extension you shall be

deemed to have been confirmed in the services of the Company as permanent Employee automatic. 

c. Upon your successful completion of probation period and becoming a regular employee, you

are required to work with us for a minimum tenure of 12 months from the date of confirmation. At 

any point in time if you wish to leave the company due to reasons of your own, you will have to pay 

a compensation amounting to 1 month’s total pay. 

d. NOTE: If you were hired as Trainee/Intern before for a period up to 3 months/6 Months.

The Probationary will be considered as void. 

3. JOB TITLE: Manger-Sales
As a term of your employment from time to time you may be required to undertake such 

other duties as they may be commensurate with the business needs of the Company. 

4. COMPENSATION

a. Your remuneration shall be as per Annexure titled “Annexure-1”.
b. Salary is subject to Income Tax and other statutory deductions and will be paid into a bank

account indicated by you. 

c. You will receive a monthly pay statement detailing gross pay and deductions. Any subsequent

changes to your salary will be highlighted in that statement. 
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d. Periodically your performance will be reviewed. If a performance award (bonus) is applicable,

it will usually be paid subject to your performance appraisal, ratings and company performance and 

other such criteria at payout intervals determined by the Company. 

e. In the event of an Income tax liability or any other tax liability or any statutory charges arising

as a result of your employment with the Company, these will be borne by yourself, and Company 

shall in no event be liable for payment of these taxes or any other charges of this nature for the 

period of your employment or after cessation of your employment with the Company. 

5. SALARY REVISIONS

a. The Company may undertake a periodic review of salaries, and will notify you of any

amendments which are to be applied. Such reviews will take due consideration of, amongst other 

things, inflationary, deflationary, market and other economic pressures impacting the company and 

the staff. 

6. DEDUCTIONS FROM PAY

a. When your employment ends, if the number of annual leaves you have taken exceeds your

entitlement, an appropriate deduction will be made from your full and final payout. 

b. Any leave balance outstanding in your name may be encashed subject to the Leave

encashment Policy applicable. 

c. If you are summarily dismissed, or you leave the Company without giving due notice under

your contract of employment, your entitlement to holiday pay ends with the date of termination. 

7. HOURS OF WORK

a. Your usual working hours shall be 8 hours excluding the breaks. However, you may be required

to put in additional hours as and when there is a business requirement. 

b. The business working days of the Company 6 Days a week. For any Shift working, the Company

shall inform you reasonably in advance. 

8. ADDITIONAL HOURS

a. Subject to your role qualifying for overtime under applicable statutory provisions if occasions

so arise when you may be required to work additional hours beyond normal hours. 

9. LEAVES

a. The Company’s holiday year runs from the first day of January to the last day of December in
the same year. 

b. In a Year, you are entitled to 15 days of earned leave, 6 days of casual leave and 6 days of sick

leave. This should be informed and approved by HR, AVP & VP/Head of the Department 15 days 

prior to the leaves. 

c. Please refer to the detailed Leave Policy upon joining.

d. No salary will be paid for periods of unauthorized absence. Unauthorized absence for a period

of more than 3 days shall result in termination of employment on grounds of abandonment of 

employment. 

e. Subject to conditions prescribed by the law, Maternity Leave for a period of 6 months shall be

available to women employees who have worked for a period of minimum of 80 days. 

10. PLACE OF WORK AND MOBILITY

a. Your usual location of work will be Bangalore. However, you may be required from time to

time to work at or from any office or location of the Company or within different companies 
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affiliated to Eduinstyn Learning Pvt Ltd. A change of your place of residence may be required from 

time to time and you may be transferred from one city to another for the business needs of the 

Company. In case of transfer, your transfer shall be subject to the Relocation Policy. 

 

11. RETIREMENT 

a. Normal retirement in the company is at age 58. Your employment will terminate automatically 

at the end of the month in which your 58th birthday occurs, unless you are otherwise advised by 

individual notice. You may also be retired earlier if found to be medically unfit or suffer any other 

incapacity that may impact on the effective performance of your services. 

 

12. RULES AND REGULATIONS 

a. Eduinstyn Learning Pvt Ltd is a business based on integrity and mutual trust. To maintain and 

safeguard the trust and confidence of customers and the public certain ethical principles and 

standards of conduct have to be maintained. 

b. In addition to any requirement under the Code of Conduct, you are also required as a 

condition of continued employment to disclose to Eduinstyn Learning Pvt Ltd immediately and 

without any delay, any instance of you being arrested or charged or convicted of any criminal 

offence(s) and / or being declared bankrupt during the course of your employment. Failure to 

disclose such information may result in disciplinary proceedings up to and including but not limited 

to termination of employment. 

c. Other specific rules and regulations will be notified by the Company from time to time. 

d. Policies, Code of Conduct, rules, and regulations may be amended from time to time. You are 

required to keep yourself updated on such changes. 

 

13. CONFIDENTIALITY 

a. As a condition of employment, you are required to sign and return the Non-Disclosure 

Agreement in Annexure that pledges confidentiality on all business matters pertaining to Eduinstyn 

Learning Pvt Ltd, its subsidiaries, the company, and its customers. A breach of confidentiality is a 

material breach and may result in disciplinary proceedings including but not limited to injunction, 

termination of employment or claims of damages. 

 

14. PROTECTION OF PERSONAL DATA 

a. Eduinstyn Learning Pvt Ltd adopts industry standard software for maintenance of employee 

and customer data and Personal data of employees and customer data. Such data may be processed 

for human resources administration purposes, including payroll administration, career development, 

performance and health and safety administration and such business and operational needs. 

b. In order to process your personal data, the Company needs your consent. A format of such 

consent is enclosed with this letter. 

c. We request you to read and confirm your consent and return the Consent to us. Access to 

information systems and your personal data will be protected in accordance with our standard 

practices. 

 

15. USE OF SOFTWARE AND SYSTEMS ACCESS 

a. You are required to follow policies, rules and procedures laid down by the Company in this 

letter and those subsequently notified by the Company. 

 

 

16. DATA PROTECTION 
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a. Under the Company’s policies, you have a responsibility to ensure that all personal data, 

confidential information you process or process, is kept protected. Unauthorized disclosure of 

personal data of anyone, yourself, your colleagues, vendors, or customers is a material breach and 

may result in disciplinary action including but not limited to termination of employment and other 

actions as may be necessary under the applicable laws governing data protection. Therefore, you 

must ensure that you do the following in addition to all other guidance regarding data protection 

you may receive from the Company from time to time: 

b. Do not disclose personal data without authority 

c. Do not access information or systems not directly relevant to each task Do not treat personal 

data carelessly 

d. Lock all printouts away when not in use 

e. Do not disclose your computer password to any unauthorized person. 

f. Under the Company’s policies, it is important that the Company’s internal, restricted, or highly 

restricted personal records are maintained as accurately as possible. Hence, you must notify the 

Company in writing of any change in your personal circumstances, such as your address, marital 

status, birth of children, attainment of professional qualifications, and so forth. 

 

17. Performance Improvement Plan 

During this period, you are required to adhere and deliver the KPI (Key performance indicators) 

which will be communicated to you as and when this is being implemented 

 

18. TERMINATION OF YOUR EMPLOYMENT BY THE COMPANY 

a. Post confirmation, you may be terminated on the grounds of misconduct, breach of 

employment terms or policies, breach of laws. 

b. In the event of misconduct, breach of policies, Code of Conduct, involvement in any criminal 

activity of sexual harassment incident or similar such reasons, the notice period of one month shall 

not apply and services may require to be terminated at shorter notice. 

c. Notice of Termination may be handed to you personally, by email or sent to your last recorded 

address. The Company reserves the right to ask that you no longer work at your office location for 

the duration of your notice period in case circumstances so require. 

 

19. TERMINATION OF EMPLOYMENT BY YOU 

a. During probation, you are required to give the company at least one calendar months’ notice 

in writing. Post confirmation, you are required to give the company a minimum of 1 months’ notice 

in writing. Where a notice period as per terms of employment is not served, pay in lieu of notice 

period would be reduced from the final settlement dues to the employee. Upon immediate 

termination of employment by you, you will have to compensate by paying an amount equal to 2 

months’ salary to the Company in lieu of the notice period. 

b. Violation during Notice Period: During notice period you are expected to adhere to all the KPIs 

and perform to the best of your abilities. In the event that the KPIs are not met, the work and 

compensation will be considered null and void during the notice period and the compensation as per 

clause 19.a will have to be paid by you. 

c. Corollary: If during the notice period, you fail to achieve the KPIs – you have an option to move 

to a “Pay per Conversion” model wherein you will be eligible to receive 30% of the revenue 

generated and received on behalf of the company. 

 

20. RETURN OF ASSETS UPON END OF YOUR ENGAGEMENT 
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a. You shall immediately return all computers, software, access cards, work deliverables, 

completed or work in progress and any other Eduinstyn Learning Pvt Ltd provided property upon 

your end of employment. You shall not make any copies of work products or software or retain any 

of Eduinstyn Learning Pvt Ltd assets in your possession after your employment with Eduinstyn 

Learning Pvt Ltd comes to an end. You understand that a breach of this obligation entitles Eduinstyn 

Learning Pvt Ltd to take civil and criminal actions as applicable for recovery of its assets. 

 

21. INTELLECTUAL PROPERTY RIGHTS IN DELIVERABLES 

a. In consideration of your employment, you agree and hereby assign all intellectual property 

rights copyrights, patents, trademarks, design rights or any other proprietary right and moral rights 

assignable to Eduinstyn Learning Pvt Ltd in all deliverables you create in the course of your 

employment including but not limited to software codes, reports, algorithms, analysis etc. 

b. You shall not retain any copies of the same in your personal computer or mail systems. 

c. You understand that intellectual property is a vital asset for Eduinstyn Learning Pvt Ltd and any 

wrongful disclosure or handling of the same shall result in irreparable loss and injury to Eduinstyn 

Learning Pvt Ltd and allow Eduinstyn Learning Pvt Ltd to prosecute a legal action, claim damages or 

injunctions. 

d. You shall not use third party’s proprietary material or their intellectual property without 

appropriate authorizations and licenses to produce your work deliverables for Eduinstyn Learning 

Pvt Ltd. 

 

22. INDEMNIFICATIONS 

a. You understand that breaching actions of yours such as breach of confidentiality, breach of 

applicable laws, breach of data protection obligations, breach of intellectual property rights may 

cause Eduinstyn Learning Pvt Ltd financial, reputational or goodwill loss, hence you shall at all times 

indemnify Eduinstyn Learning Pvt Ltd, its directors, third parties and employees from and against any 

claims, losses or damages arising from your breaches or unlawful activities. 

 

23. NON -SOLICITATION 

a. You shall not directly or indirectly induce, influence, coerce, solicit any of Eduinstyn Learning 

Pvt Ltd’s customers or employees. This restriction applies during your tenure with Eduinstyn 

Learning Pvt Ltd and for a duration of two years after termination of your engagement 

with Eduinstyn Learning Pvt Ltd, regardless of the reason for termination of your engagement 

with Eduinstyn Learning Pvt Ltd. 

 

24. AMENDMENTS 

a. The Company reserves the right to amend the terms and conditions related to employment, 

the policies, the rules, and regulations applicable to employees. Such changes would be 

communicated through internal communication to the employees at large. Such changes shall be 

deemed to be part of your employment conditions. All enclosures herewith are deemed part of your 

employment agreement with the Company. 

 

25. EXCLUSIVE JURISDICTION 

a. Your employment and conditions of employment are exclusively governed by the laws of India 

and the courts of Bangalore shall have the exclusive jurisdiction on any dispute arising on matters 

related to your employment. 

 

26. SEVERABILITY 
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a. If any part of this agreement is held invalid, void, or unenforceable, the remainder of the terms 

shall continue to be fully enforceable minus the portion which is not enforceable. 

 

 

CONFIRMATION OF ACCEPTANCE 

We request you to complete and return a copy of this letter as a token of written 

acceptance of this offer. If we do not receive a written acceptance as above from you within 7 days 

of the date of this letter, we shall assume that you do not wish to take up this offer of employment 

and our offer will lapse automatically. We sincerely hope that you will accept this appointment and 

look forward to having you onboard. 

 

Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 

 

 

ANNEXURE-1 

 
THE CTC PROVIDED BY THE COMPANY WILL BE INR 2,40,000 LPA for 3 months of probation period, 

after probation period the same will be revised to INR 3,00,000 LPA for a period of 3 months 

thereafter. After completion of 6 months in our organization your CTC will be revised to INR 5,00,000 

LPA as fixed component and INR 3,00,000 LPA as the variable component 

 

Subject to deductions for Employee’s contribution to PF, Professional Tax, Income Tax and other 
statutory deductions that may be applicable. • EPFO guidelines for International Worker applicable. • 
Any other relevant Compensation & Benefits related matter shall be governed by the service rules and 

policies in force and applicable from time to time. • As per IT Act, it is mandatory for all individuals 
working in India whose receipts are subject to deduction of tax at source (the deducted) to furnish his/ 

her PAN details to the deductor (Company), failing which the deductor (Company) w.e.f. April 2010 will 

deduct Tax at Source at rates higher than normal as per norms. 
 

Sl no Salary Breakup Total Monthly 

1 Basic Salary     1,20,000.00           10,000.00  

2 Dearness Allowance        36,000.00             3,000.00  

3 House Rent Allowance        60,000.00             5,000.00  

4 Special Allowance        24,000.00             2,000.00  

  Gross Salary     2,40,000.00           20,000.00  

        

1 Professional Tax          2,400.00                200.00  

2 Income tax - TDS                      -                           -    

  Total Deductions          2,400.00                200.00  

        

  Net Salary     2,37,600.00           19,800.00  

 

 
Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 
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Dear SHIVANI C D 

Appointment letter 

Bangalore 

Further to your recent interview, conditional on and subject to no adverse findings arising 

from any of the employee background verification checks, required to be carried out by the 

Organization, I am pleased to offer you the following employment with Eduinstyn Learning Pvt Ltd, 

with a commencement date of 02/14/2022(Month/date/year). Please report to the undersigned 

on 02/14/2022(Month/date/year) will carry an annual CTC of INR 2,40,000/- at 11:00 AM at our 

office address - 675, 9th Main Rd, Sector 7, HSR Layout, Bengaluru, Karnataka based on the terms 

and conditions stated herein. This offer letter upon written acceptance by you shall be deemed as an 

Employment Agreement. 

1. BACKGROUND CHECKS AND REFERENCE CHECKS

a. During the term of your employment, you may also be subject to the same / similar / other

background verification checks being repeated at such intervals as may be determined solely by the 

Company. In the event that there are any adverse findings that arise during the course of or as a 

result of such background verification checks, you may be subject to disciplinary proceedings up to 

and including but not limited to termination of your employment. For the purpose of obtaining your 

present employer’s reference, you agree that your written acceptance will constitute your 

permission to write for reference checks. 

2. PROBATION

a. You will be on probation for a period of 15 days during which your performance shall be

reviewed by the Company. In case of unsatisfactory performance your probation may be ended or 

extended subject to additional conditions. 

b. Upon successful completion of the probation period without any extension you shall be

deemed to have been confirmed in the services of the Company as permanent Employee automatic. 

c. Upon your successful completion of probation period and becoming a regular employee, you

are required to work with us for a minimum tenure of 12 months from the date of confirmation. At 

any point in time if you wish to leave the company due to reasons of your own, you will have to pay 

a compensation amounting to 1 month’s total pay. 

d. NOTE: If you were hired as Trainee/Intern before for a period up to 3 months/6 Months.

The Probationary will be considered as void. 

3. JOB TITLE: Manger-Sales
As a term of your employment from time to time you may be required to undertake such 

other duties as they may be commensurate with the business needs of the Company. 

4. COMPENSATION

a. Your remuneration shall be as per Annexure titled “Annexure-1”.
b. Salary is subject to Income Tax and other statutory deductions and will be paid into a bank

account indicated by you. 

c. You will receive a monthly pay statement detailing gross pay and deductions. Any subsequent

changes to your salary will be highlighted in that statement. 
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d. Periodically your performance will be reviewed. If a performance award (bonus) is applicable,

it will usually be paid subject to your performance appraisal, ratings and company performance and 

other such criteria at payout intervals determined by the Company. 

e. In the event of an Income tax liability or any other tax liability or any statutory charges arising

as a result of your employment with the Company, these will be borne by yourself, and Company 

shall in no event be liable for payment of these taxes or any other charges of this nature for the 

period of your employment or after cessation of your employment with the Company. 

5. SALARY REVISIONS

a. The Company may undertake a periodic review of salaries, and will notify you of any

amendments which are to be applied. Such reviews will take due consideration of, amongst other 

things, inflationary, deflationary, market and other economic pressures impacting the company and 

the staff. 

6. DEDUCTIONS FROM PAY

a. When your employment ends, if the number of annual leaves you have taken exceeds your

entitlement, an appropriate deduction will be made from your full and final payout. 

b. Any leave balance outstanding in your name may be encashed subject to the Leave

encashment Policy applicable. 

c. If you are summarily dismissed, or you leave the Company without giving due notice under

your contract of employment, your entitlement to holiday pay ends with the date of termination. 

7. HOURS OF WORK

a. Your usual working hours shall be 8 hours excluding the breaks. However, you may be required

to put in additional hours as and when there is a business requirement. 

b. The business working days of the Company 6 Days a week. For any Shift working, the Company

shall inform you reasonably in advance. 

8. ADDITIONAL HOURS

a. Subject to your role qualifying for overtime under applicable statutory provisions if occasions

so arise when you may be required to work additional hours beyond normal hours. 

9. LEAVES

a. The Company’s holiday year runs from the first day of January to the last day of December in
the same year. 

b. In a Year, you are entitled to 15 days of earned leave, 6 days of casual leave and 6 days of sick

leave. This should be informed and approved by HR, AVP & VP/Head of the Department 15 days 

prior to the leaves. 

c. Please refer to the detailed Leave Policy upon joining.

d. No salary will be paid for periods of unauthorized absence. Unauthorized absence for a period

of more than 3 days shall result in termination of employment on grounds of abandonment of 

employment. 

e. Subject to conditions prescribed by the law, Maternity Leave for a period of 6 months shall be

available to women employees who have worked for a period of minimum of 80 days. 

10. PLACE OF WORK AND MOBILITY

a. Your usual location of work will be Bangalore. However, you may be required from time to

time to work at or from any office or location of the Company or within different companies 
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affiliated to Eduinstyn Learning Pvt Ltd. A change of your place of residence may be required from 

time to time and you may be transferred from one city to another for the business needs of the 

Company. In case of transfer, your transfer shall be subject to the Relocation Policy. 

 

11. RETIREMENT 

a. Normal retirement in the company is at age 58. Your employment will terminate automatically 

at the end of the month in which your 58th birthday occurs, unless you are otherwise advised by 

individual notice. You may also be retired earlier if found to be medically unfit or suffer any other 

incapacity that may impact on the effective performance of your services. 

 

12. RULES AND REGULATIONS 

a. Eduinstyn Learning Pvt Ltd is a business based on integrity and mutual trust. To maintain and 

safeguard the trust and confidence of customers and the public certain ethical principles and 

standards of conduct have to be maintained. 

b. In addition to any requirement under the Code of Conduct, you are also required as a 

condition of continued employment to disclose to Eduinstyn Learning Pvt Ltd immediately and 

without any delay, any instance of you being arrested or charged or convicted of any criminal 

offence(s) and / or being declared bankrupt during the course of your employment. Failure to 

disclose such information may result in disciplinary proceedings up to and including but not limited 

to termination of employment. 

c. Other specific rules and regulations will be notified by the Company from time to time. 

d. Policies, Code of Conduct, rules, and regulations may be amended from time to time. You are 

required to keep yourself updated on such changes. 

 

13. CONFIDENTIALITY 

a. As a condition of employment, you are required to sign and return the Non-Disclosure 

Agreement in Annexure that pledges confidentiality on all business matters pertaining to Eduinstyn 

Learning Pvt Ltd, its subsidiaries, the company, and its customers. A breach of confidentiality is a 

material breach and may result in disciplinary proceedings including but not limited to injunction, 

termination of employment or claims of damages. 

 

14. PROTECTION OF PERSONAL DATA 

a. Eduinstyn Learning Pvt Ltd adopts industry standard software for maintenance of employee 

and customer data and Personal data of employees and customer data. Such data may be processed 

for human resources administration purposes, including payroll administration, career development, 

performance and health and safety administration and such business and operational needs. 

b. In order to process your personal data, the Company needs your consent. A format of such 

consent is enclosed with this letter. 

c. We request you to read and confirm your consent and return the Consent to us. Access to 

information systems and your personal data will be protected in accordance with our standard 

practices. 

 

15. USE OF SOFTWARE AND SYSTEMS ACCESS 

a. You are required to follow policies, rules and procedures laid down by the Company in this 

letter and those subsequently notified by the Company. 

 

 

16. DATA PROTECTION 
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a. Under the Company’s policies, you have a responsibility to ensure that all personal data, 

confidential information you process or process, is kept protected. Unauthorized disclosure of 

personal data of anyone, yourself, your colleagues, vendors, or customers is a material breach and 

may result in disciplinary action including but not limited to termination of employment and other 

actions as may be necessary under the applicable laws governing data protection. Therefore, you 

must ensure that you do the following in addition to all other guidance regarding data protection 

you may receive from the Company from time to time: 

b. Do not disclose personal data without authority 

c. Do not access information or systems not directly relevant to each task Do not treat personal 

data carelessly 

d. Lock all printouts away when not in use 

e. Do not disclose your computer password to any unauthorized person. 

f. Under the Company’s policies, it is important that the Company’s internal, restricted, or highly 

restricted personal records are maintained as accurately as possible. Hence, you must notify the 

Company in writing of any change in your personal circumstances, such as your address, marital 

status, birth of children, attainment of professional qualifications, and so forth. 

 

17. Performance Improvement Plan 

During this period, you are required to adhere and deliver the KPI (Key performance indicators) 

which will be communicated to you as and when this is being implemented 

 

18. TERMINATION OF YOUR EMPLOYMENT BY THE COMPANY 

a. Post confirmation, you may be terminated on the grounds of misconduct, breach of 

employment terms or policies, breach of laws. 

b. In the event of misconduct, breach of policies, Code of Conduct, involvement in any criminal 

activity of sexual harassment incident or similar such reasons, the notice period of one month shall 

not apply and services may require to be terminated at shorter notice. 

c. Notice of Termination may be handed to you personally, by email or sent to your last recorded 

address. The Company reserves the right to ask that you no longer work at your office location for 

the duration of your notice period in case circumstances so require. 

 

19. TERMINATION OF EMPLOYMENT BY YOU 

a. During probation, you are required to give the company at least one calendar months’ notice 

in writing. Post confirmation, you are required to give the company a minimum of 1 months’ notice 

in writing. Where a notice period as per terms of employment is not served, pay in lieu of notice 

period would be reduced from the final settlement dues to the employee. Upon immediate 

termination of employment by you, you will have to compensate by paying an amount equal to 2 

months’ salary to the Company in lieu of the notice period. 

b. Violation during Notice Period: During notice period you are expected to adhere to all the KPIs 

and perform to the best of your abilities. In the event that the KPIs are not met, the work and 

compensation will be considered null and void during the notice period and the compensation as per 

clause 19.a will have to be paid by you. 

c. Corollary: If during the notice period, you fail to achieve the KPIs – you have an option to move 

to a “Pay per Conversion” model wherein you will be eligible to receive 30% of the revenue 

generated and received on behalf of the company. 

 

20. RETURN OF ASSETS UPON END OF YOUR ENGAGEMENT 
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a. You shall immediately return all computers, software, access cards, work deliverables, 

completed or work in progress and any other Eduinstyn Learning Pvt Ltd provided property upon 

your end of employment. You shall not make any copies of work products or software or retain any 

of Eduinstyn Learning Pvt Ltd assets in your possession after your employment with Eduinstyn 

Learning Pvt Ltd comes to an end. You understand that a breach of this obligation entitles Eduinstyn 

Learning Pvt Ltd to take civil and criminal actions as applicable for recovery of its assets. 

 

21. INTELLECTUAL PROPERTY RIGHTS IN DELIVERABLES 

a. In consideration of your employment, you agree and hereby assign all intellectual property 

rights copyrights, patents, trademarks, design rights or any other proprietary right and moral rights 

assignable to Eduinstyn Learning Pvt Ltd in all deliverables you create in the course of your 

employment including but not limited to software codes, reports, algorithms, analysis etc. 

b. You shall not retain any copies of the same in your personal computer or mail systems. 

c. You understand that intellectual property is a vital asset for Eduinstyn Learning Pvt Ltd and any 

wrongful disclosure or handling of the same shall result in irreparable loss and injury to Eduinstyn 

Learning Pvt Ltd and allow Eduinstyn Learning Pvt Ltd to prosecute a legal action, claim damages or 

injunctions. 

d. You shall not use third party’s proprietary material or their intellectual property without 

appropriate authorizations and licenses to produce your work deliverables for Eduinstyn Learning 

Pvt Ltd. 

 

22. INDEMNIFICATIONS 

a. You understand that breaching actions of yours such as breach of confidentiality, breach of 

applicable laws, breach of data protection obligations, breach of intellectual property rights may 

cause Eduinstyn Learning Pvt Ltd financial, reputational or goodwill loss, hence you shall at all times 

indemnify Eduinstyn Learning Pvt Ltd, its directors, third parties and employees from and against any 

claims, losses or damages arising from your breaches or unlawful activities. 

 

23. NON -SOLICITATION 

a. You shall not directly or indirectly induce, influence, coerce, solicit any of Eduinstyn Learning 

Pvt Ltd’s customers or employees. This restriction applies during your tenure with Eduinstyn 

Learning Pvt Ltd and for a duration of two years after termination of your engagement 

with Eduinstyn Learning Pvt Ltd, regardless of the reason for termination of your engagement 

with Eduinstyn Learning Pvt Ltd. 

 

24. AMENDMENTS 

a. The Company reserves the right to amend the terms and conditions related to employment, 

the policies, the rules, and regulations applicable to employees. Such changes would be 

communicated through internal communication to the employees at large. Such changes shall be 

deemed to be part of your employment conditions. All enclosures herewith are deemed part of your 

employment agreement with the Company. 

 

25. EXCLUSIVE JURISDICTION 

a. Your employment and conditions of employment are exclusively governed by the laws of India 

and the courts of Bangalore shall have the exclusive jurisdiction on any dispute arising on matters 

related to your employment. 

 

26. SEVERABILITY 
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a. If any part of this agreement is held invalid, void, or unenforceable, the remainder of the terms 

shall continue to be fully enforceable minus the portion which is not enforceable. 

 

 

CONFIRMATION OF ACCEPTANCE 

We request you to complete and return a copy of this letter as a token of written 

acceptance of this offer. If we do not receive a written acceptance as above from you within 7 days 

of the date of this letter, we shall assume that you do not wish to take up this offer of employment 

and our offer will lapse automatically. We sincerely hope that you will accept this appointment and 

look forward to having you onboard. 

 

Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 

 

 

ANNEXURE-1 

 
THE CTC PROVIDED BY THE COMPANY WILL BE INR 2,40,000 LPA for 3 months of probation period, 

after probation period the same will be revised to INR 3,00,000 LPA for a period of 3 months 

thereafter. After completion of 6 months in our organization your CTC will be revised to INR 5,00,000 

LPA as fixed component and INR 3,00,000 LPA as the variable component 

 

Subject to deductions for Employee’s contribution to PF, Professional Tax, Income Tax and other 
statutory deductions that may be applicable. • EPFO guidelines for International Worker applicable. • 
Any other relevant Compensation & Benefits related matter shall be governed by the service rules and 

policies in force and applicable from time to time. • As per IT Act, it is mandatory for all individuals 
working in India whose receipts are subject to deduction of tax at source (the deducted) to furnish his/ 

her PAN details to the deductor (Company), failing which the deductor (Company) w.e.f. April 2010 will 

deduct Tax at Source at rates higher than normal as per norms. 
 

Sl no Salary Breakup Total Monthly 

1 Basic Salary     1,20,000.00           10,000.00  

2 Dearness Allowance        36,000.00             3,000.00  

3 House Rent Allowance        60,000.00             5,000.00  

4 Special Allowance        24,000.00             2,000.00  

  Gross Salary     2,40,000.00           20,000.00  

        

1 Professional Tax          2,400.00                200.00  

2 Income tax - TDS                      -                           -    

  Total Deductions          2,400.00                200.00  

        

  Net Salary     2,37,600.00           19,800.00  

 

 
Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 
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Dear SURAJ DATTURAO MANKARE  

Appointment letter 

Bangalore 

Further to your recent interview, conditional on and subject to no adverse findings arising 

from any of the employee background verification checks, required to be carried out by the 

Organization, I am pleased to offer you the following employment with Eduinstyn Learning Pvt Ltd, 

with a commencement date of 02/14/2022(Month/date/year). Please report to the undersigned 

on 02/14/2022(Month/date/year) will carry an annual CTC of INR 2,40,000/- at 11:00 AM at our 

office address - 675, 9th Main Rd, Sector 7, HSR Layout, Bengaluru, Karnataka based on the terms 

and conditions stated herein. This offer letter upon written acceptance by you shall be deemed as an 

Employment Agreement. 

1. BACKGROUND CHECKS AND REFERENCE CHECKS

a. During the term of your employment, you may also be subject to the same / similar / other

background verification checks being repeated at such intervals as may be determined solely by the 

Company. In the event that there are any adverse findings that arise during the course of or as a 

result of such background verification checks, you may be subject to disciplinary proceedings up to 

and including but not limited to termination of your employment. For the purpose of obtaining your 

present employer’s reference, you agree that your written acceptance will constitute your 

permission to write for reference checks. 

2. PROBATION

a. You will be on probation for a period of 15 days during which your performance shall be

reviewed by the Company. In case of unsatisfactory performance your probation may be ended or 

extended subject to additional conditions. 

b. Upon successful completion of the probation period without any extension you shall be

deemed to have been confirmed in the services of the Company as permanent Employee automatic. 

c. Upon your successful completion of probation period and becoming a regular employee, you

are required to work with us for a minimum tenure of 12 months from the date of confirmation. At 

any point in time if you wish to leave the company due to reasons of your own, you will have to pay 

a compensation amounting to 1 month’s total pay. 

d. NOTE: If you were hired as Trainee/Intern before for a period up to 3 months/6 Months.

The Probationary will be considered as void. 

3. JOB TITLE: Manger-Sales
As a term of your employment from time to time you may be required to undertake such 

other duties as they may be commensurate with the business needs of the Company. 

4. COMPENSATION

a. Your remuneration shall be as per Annexure titled “Annexure-1”.
b. Salary is subject to Income Tax and other statutory deductions and will be paid into a bank

account indicated by you. 

c. You will receive a monthly pay statement detailing gross pay and deductions. Any subsequent

changes to your salary will be highlighted in that statement. 
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d. Periodically your performance will be reviewed. If a performance award (bonus) is applicable,

it will usually be paid subject to your performance appraisal, ratings and company performance and 

other such criteria at payout intervals determined by the Company. 

e. In the event of an Income tax liability or any other tax liability or any statutory charges arising

as a result of your employment with the Company, these will be borne by yourself, and Company 

shall in no event be liable for payment of these taxes or any other charges of this nature for the 

period of your employment or after cessation of your employment with the Company. 

5. SALARY REVISIONS

a. The Company may undertake a periodic review of salaries, and will notify you of any

amendments which are to be applied. Such reviews will take due consideration of, amongst other 

things, inflationary, deflationary, market and other economic pressures impacting the company and 

the staff. 

6. DEDUCTIONS FROM PAY

a. When your employment ends, if the number of annual leaves you have taken exceeds your

entitlement, an appropriate deduction will be made from your full and final payout. 

b. Any leave balance outstanding in your name may be encashed subject to the Leave

encashment Policy applicable. 

c. If you are summarily dismissed, or you leave the Company without giving due notice under

your contract of employment, your entitlement to holiday pay ends with the date of termination. 

7. HOURS OF WORK

a. Your usual working hours shall be 8 hours excluding the breaks. However, you may be required

to put in additional hours as and when there is a business requirement. 

b. The business working days of the Company 6 Days a week. For any Shift working, the Company

shall inform you reasonably in advance. 

8. ADDITIONAL HOURS

a. Subject to your role qualifying for overtime under applicable statutory provisions if occasions

so arise when you may be required to work additional hours beyond normal hours. 

9. LEAVES

a. The Company’s holiday year runs from the first day of January to the last day of December in
the same year. 

b. In a Year, you are entitled to 15 days of earned leave, 6 days of casual leave and 6 days of sick

leave. This should be informed and approved by HR, AVP & VP/Head of the Department 15 days 

prior to the leaves. 

c. Please refer to the detailed Leave Policy upon joining.

d. No salary will be paid for periods of unauthorized absence. Unauthorized absence for a period

of more than 3 days shall result in termination of employment on grounds of abandonment of 

employment. 

e. Subject to conditions prescribed by the law, Maternity Leave for a period of 6 months shall be

available to women employees who have worked for a period of minimum of 80 days. 

10. PLACE OF WORK AND MOBILITY

a. Your usual location of work will be Bangalore. However, you may be required from time to

time to work at or from any office or location of the Company or within different companies 
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affiliated to Eduinstyn Learning Pvt Ltd. A change of your place of residence may be required from 

time to time and you may be transferred from one city to another for the business needs of the 

Company. In case of transfer, your transfer shall be subject to the Relocation Policy. 

 

11. RETIREMENT 

a. Normal retirement in the company is at age 58. Your employment will terminate automatically 

at the end of the month in which your 58th birthday occurs, unless you are otherwise advised by 

individual notice. You may also be retired earlier if found to be medically unfit or suffer any other 

incapacity that may impact on the effective performance of your services. 

 

12. RULES AND REGULATIONS 

a. Eduinstyn Learning Pvt Ltd is a business based on integrity and mutual trust. To maintain and 

safeguard the trust and confidence of customers and the public certain ethical principles and 

standards of conduct have to be maintained. 

b. In addition to any requirement under the Code of Conduct, you are also required as a 

condition of continued employment to disclose to Eduinstyn Learning Pvt Ltd immediately and 

without any delay, any instance of you being arrested or charged or convicted of any criminal 

offence(s) and / or being declared bankrupt during the course of your employment. Failure to 

disclose such information may result in disciplinary proceedings up to and including but not limited 

to termination of employment. 

c. Other specific rules and regulations will be notified by the Company from time to time. 

d. Policies, Code of Conduct, rules, and regulations may be amended from time to time. You are 

required to keep yourself updated on such changes. 

 

13. CONFIDENTIALITY 

a. As a condition of employment, you are required to sign and return the Non-Disclosure 

Agreement in Annexure that pledges confidentiality on all business matters pertaining to Eduinstyn 

Learning Pvt Ltd, its subsidiaries, the company, and its customers. A breach of confidentiality is a 

material breach and may result in disciplinary proceedings including but not limited to injunction, 

termination of employment or claims of damages. 

 

14. PROTECTION OF PERSONAL DATA 

a. Eduinstyn Learning Pvt Ltd adopts industry standard software for maintenance of employee 

and customer data and Personal data of employees and customer data. Such data may be processed 

for human resources administration purposes, including payroll administration, career development, 

performance and health and safety administration and such business and operational needs. 

b. In order to process your personal data, the Company needs your consent. A format of such 

consent is enclosed with this letter. 

c. We request you to read and confirm your consent and return the Consent to us. Access to 

information systems and your personal data will be protected in accordance with our standard 

practices. 

 

15. USE OF SOFTWARE AND SYSTEMS ACCESS 

a. You are required to follow policies, rules and procedures laid down by the Company in this 

letter and those subsequently notified by the Company. 

 

 

16. DATA PROTECTION 
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a. Under the Company’s policies, you have a responsibility to ensure that all personal data, 

confidential information you process or process, is kept protected. Unauthorized disclosure of 

personal data of anyone, yourself, your colleagues, vendors, or customers is a material breach and 

may result in disciplinary action including but not limited to termination of employment and other 

actions as may be necessary under the applicable laws governing data protection. Therefore, you 

must ensure that you do the following in addition to all other guidance regarding data protection 

you may receive from the Company from time to time: 

b. Do not disclose personal data without authority 

c. Do not access information or systems not directly relevant to each task Do not treat personal 

data carelessly 

d. Lock all printouts away when not in use 

e. Do not disclose your computer password to any unauthorized person. 

f. Under the Company’s policies, it is important that the Company’s internal, restricted, or highly 

restricted personal records are maintained as accurately as possible. Hence, you must notify the 

Company in writing of any change in your personal circumstances, such as your address, marital 

status, birth of children, attainment of professional qualifications, and so forth. 

 

17. Performance Improvement Plan 

During this period, you are required to adhere and deliver the KPI (Key performance indicators) 

which will be communicated to you as and when this is being implemented 

 

18. TERMINATION OF YOUR EMPLOYMENT BY THE COMPANY 

a. Post confirmation, you may be terminated on the grounds of misconduct, breach of 

employment terms or policies, breach of laws. 

b. In the event of misconduct, breach of policies, Code of Conduct, involvement in any criminal 

activity of sexual harassment incident or similar such reasons, the notice period of one month shall 

not apply and services may require to be terminated at shorter notice. 

c. Notice of Termination may be handed to you personally, by email or sent to your last recorded 

address. The Company reserves the right to ask that you no longer work at your office location for 

the duration of your notice period in case circumstances so require. 

 

19. TERMINATION OF EMPLOYMENT BY YOU 

a. During probation, you are required to give the company at least one calendar months’ notice 

in writing. Post confirmation, you are required to give the company a minimum of 1 months’ notice 

in writing. Where a notice period as per terms of employment is not served, pay in lieu of notice 

period would be reduced from the final settlement dues to the employee. Upon immediate 

termination of employment by you, you will have to compensate by paying an amount equal to 2 

months’ salary to the Company in lieu of the notice period. 

b. Violation during Notice Period: During notice period you are expected to adhere to all the KPIs 

and perform to the best of your abilities. In the event that the KPIs are not met, the work and 

compensation will be considered null and void during the notice period and the compensation as per 

clause 19.a will have to be paid by you. 

c. Corollary: If during the notice period, you fail to achieve the KPIs – you have an option to move 

to a “Pay per Conversion” model wherein you will be eligible to receive 30% of the revenue 

generated and received on behalf of the company. 

 

20. RETURN OF ASSETS UPON END OF YOUR ENGAGEMENT 
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a. You shall immediately return all computers, software, access cards, work deliverables, 

completed or work in progress and any other Eduinstyn Learning Pvt Ltd provided property upon 

your end of employment. You shall not make any copies of work products or software or retain any 

of Eduinstyn Learning Pvt Ltd assets in your possession after your employment with Eduinstyn 

Learning Pvt Ltd comes to an end. You understand that a breach of this obligation entitles Eduinstyn 

Learning Pvt Ltd to take civil and criminal actions as applicable for recovery of its assets. 

 

21. INTELLECTUAL PROPERTY RIGHTS IN DELIVERABLES 

a. In consideration of your employment, you agree and hereby assign all intellectual property 

rights copyrights, patents, trademarks, design rights or any other proprietary right and moral rights 

assignable to Eduinstyn Learning Pvt Ltd in all deliverables you create in the course of your 

employment including but not limited to software codes, reports, algorithms, analysis etc. 

b. You shall not retain any copies of the same in your personal computer or mail systems. 

c. You understand that intellectual property is a vital asset for Eduinstyn Learning Pvt Ltd and any 

wrongful disclosure or handling of the same shall result in irreparable loss and injury to Eduinstyn 

Learning Pvt Ltd and allow Eduinstyn Learning Pvt Ltd to prosecute a legal action, claim damages or 

injunctions. 

d. You shall not use third party’s proprietary material or their intellectual property without 

appropriate authorizations and licenses to produce your work deliverables for Eduinstyn Learning 

Pvt Ltd. 

 

22. INDEMNIFICATIONS 

a. You understand that breaching actions of yours such as breach of confidentiality, breach of 

applicable laws, breach of data protection obligations, breach of intellectual property rights may 

cause Eduinstyn Learning Pvt Ltd financial, reputational or goodwill loss, hence you shall at all times 

indemnify Eduinstyn Learning Pvt Ltd, its directors, third parties and employees from and against any 

claims, losses or damages arising from your breaches or unlawful activities. 

 

23. NON -SOLICITATION 

a. You shall not directly or indirectly induce, influence, coerce, solicit any of Eduinstyn Learning 

Pvt Ltd’s customers or employees. This restriction applies during your tenure with Eduinstyn 

Learning Pvt Ltd and for a duration of two years after termination of your engagement 

with Eduinstyn Learning Pvt Ltd, regardless of the reason for termination of your engagement 

with Eduinstyn Learning Pvt Ltd. 

 

24. AMENDMENTS 

a. The Company reserves the right to amend the terms and conditions related to employment, 

the policies, the rules, and regulations applicable to employees. Such changes would be 

communicated through internal communication to the employees at large. Such changes shall be 

deemed to be part of your employment conditions. All enclosures herewith are deemed part of your 

employment agreement with the Company. 

 

25. EXCLUSIVE JURISDICTION 

a. Your employment and conditions of employment are exclusively governed by the laws of India 

and the courts of Bangalore shall have the exclusive jurisdiction on any dispute arising on matters 

related to your employment. 

 

26. SEVERABILITY 
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a. If any part of this agreement is held invalid, void, or unenforceable, the remainder of the terms 

shall continue to be fully enforceable minus the portion which is not enforceable. 

 

 

CONFIRMATION OF ACCEPTANCE 

We request you to complete and return a copy of this letter as a token of written 

acceptance of this offer. If we do not receive a written acceptance as above from you within 7 days 

of the date of this letter, we shall assume that you do not wish to take up this offer of employment 

and our offer will lapse automatically. We sincerely hope that you will accept this appointment and 

look forward to having you onboard. 

 

Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 

 

 

ANNEXURE-1 

 
THE CTC PROVIDED BY THE COMPANY WILL BE INR 2,40,000 LPA for 3 months of probation period, 

after probation period the same will be revised to INR 3,00,000 LPA for a period of 3 months 

thereafter. After completion of 6 months in our organization your CTC will be revised to INR 5,00,000 

LPA as fixed component and INR 3,00,000 LPA as the variable component 

 

Subject to deductions for Employee’s contribution to PF, Professional Tax, Income Tax and other 
statutory deductions that may be applicable. • EPFO guidelines for International Worker applicable. • 
Any other relevant Compensation & Benefits related matter shall be governed by the service rules and 

policies in force and applicable from time to time. • As per IT Act, it is mandatory for all individuals 
working in India whose receipts are subject to deduction of tax at source (the deducted) to furnish his/ 

her PAN details to the deductor (Company), failing which the deductor (Company) w.e.f. April 2010 will 

deduct Tax at Source at rates higher than normal as per norms. 
 

Sl no Salary Breakup Total Monthly 

1 Basic Salary     1,20,000.00           10,000.00  

2 Dearness Allowance        36,000.00             3,000.00  

3 House Rent Allowance        60,000.00             5,000.00  

4 Special Allowance        24,000.00             2,000.00  

  Gross Salary     2,40,000.00           20,000.00  

        

1 Professional Tax          2,400.00                200.00  

2 Income tax - TDS                      -                           -    

  Total Deductions          2,400.00                200.00  

        

  Net Salary     2,37,600.00           19,800.00  

 

 
Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 

mailto:study@instyn.school


EduInstyn Learning Pvt Ltd 

675, 9th Main Rd, Sector 7 

HSR Layout, Bengaluru, 

Karnataka 560068 

CIN: U80902KA2022PTC156854 

PAN: AAGCE8604F 

study@instyn.school 

Dear MADHUCHANDRA H 

Appointment letter 

Bangalore 

Further to your recent interview, conditional on and subject to no adverse findings arising 

from any of the employee background verification checks, required to be carried out by the 

Organization, I am pleased to offer you the following employment with Eduinstyn Learning Pvt Ltd, 

with a commencement date of 02/14/2022(Month/date/year). Please report to the undersigned 

on 02/14/2022(Month/date/year) will carry an annual CTC of INR 2,40,000/- at 11:00 AM at our 

office address - 675, 9th Main Rd, Sector 7, HSR Layout, Bengaluru, Karnataka based on the terms 

and conditions stated herein. This offer letter upon written acceptance by you shall be deemed as an 

Employment Agreement. 

1. BACKGROUND CHECKS AND REFERENCE CHECKS

a. During the term of your employment, you may also be subject to the same / similar / other

background verification checks being repeated at such intervals as may be determined solely by the 

Company. In the event that there are any adverse findings that arise during the course of or as a 

result of such background verification checks, you may be subject to disciplinary proceedings up to 

and including but not limited to termination of your employment. For the purpose of obtaining your 

present employer’s reference, you agree that your written acceptance will constitute your 

permission to write for reference checks. 

2. PROBATION

a. You will be on probation for a period of 15 days during which your performance shall be

reviewed by the Company. In case of unsatisfactory performance your probation may be ended or 

extended subject to additional conditions. 

b. Upon successful completion of the probation period without any extension you shall be

deemed to have been confirmed in the services of the Company as permanent Employee automatic. 

c. Upon your successful completion of probation period and becoming a regular employee, you

are required to work with us for a minimum tenure of 12 months from the date of confirmation. At 

any point in time if you wish to leave the company due to reasons of your own, you will have to pay 

a compensation amounting to 1 month’s total pay. 

d. NOTE: If you were hired as Trainee/Intern before for a period up to 3 months/6 Months.

The Probationary will be considered as void. 

3. JOB TITLE: Manger-Sales
As a term of your employment from time to time you may be required to undertake such 

other duties as they may be commensurate with the business needs of the Company. 

4. COMPENSATION

a. Your remuneration shall be as per Annexure titled “Annexure-1”.
b. Salary is subject to Income Tax and other statutory deductions and will be paid into a bank

account indicated by you. 

c. You will receive a monthly pay statement detailing gross pay and deductions. Any subsequent

changes to your salary will be highlighted in that statement. 
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d. Periodically your performance will be reviewed. If a performance award (bonus) is applicable,

it will usually be paid subject to your performance appraisal, ratings and company performance and 

other such criteria at payout intervals determined by the Company. 

e. In the event of an Income tax liability or any other tax liability or any statutory charges arising

as a result of your employment with the Company, these will be borne by yourself, and Company 

shall in no event be liable for payment of these taxes or any other charges of this nature for the 

period of your employment or after cessation of your employment with the Company. 

5. SALARY REVISIONS

a. The Company may undertake a periodic review of salaries, and will notify you of any

amendments which are to be applied. Such reviews will take due consideration of, amongst other 

things, inflationary, deflationary, market and other economic pressures impacting the company and 

the staff. 

6. DEDUCTIONS FROM PAY

a. When your employment ends, if the number of annual leaves you have taken exceeds your

entitlement, an appropriate deduction will be made from your full and final payout. 

b. Any leave balance outstanding in your name may be encashed subject to the Leave

encashment Policy applicable. 

c. If you are summarily dismissed, or you leave the Company without giving due notice under

your contract of employment, your entitlement to holiday pay ends with the date of termination. 

7. HOURS OF WORK

a. Your usual working hours shall be 8 hours excluding the breaks. However, you may be required

to put in additional hours as and when there is a business requirement. 

b. The business working days of the Company 6 Days a week. For any Shift working, the Company

shall inform you reasonably in advance. 

8. ADDITIONAL HOURS

a. Subject to your role qualifying for overtime under applicable statutory provisions if occasions

so arise when you may be required to work additional hours beyond normal hours. 

9. LEAVES

a. The Company’s holiday year runs from the first day of January to the last day of December in
the same year. 

b. In a Year, you are entitled to 15 days of earned leave, 6 days of casual leave and 6 days of sick

leave. This should be informed and approved by HR, AVP & VP/Head of the Department 15 days 

prior to the leaves. 

c. Please refer to the detailed Leave Policy upon joining.

d. No salary will be paid for periods of unauthorized absence. Unauthorized absence for a period

of more than 3 days shall result in termination of employment on grounds of abandonment of 

employment. 

e. Subject to conditions prescribed by the law, Maternity Leave for a period of 6 months shall be

available to women employees who have worked for a period of minimum of 80 days. 

10. PLACE OF WORK AND MOBILITY

a. Your usual location of work will be Bangalore. However, you may be required from time to

time to work at or from any office or location of the Company or within different companies 
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affiliated to Eduinstyn Learning Pvt Ltd. A change of your place of residence may be required from 

time to time and you may be transferred from one city to another for the business needs of the 

Company. In case of transfer, your transfer shall be subject to the Relocation Policy. 

 

11. RETIREMENT 

a. Normal retirement in the company is at age 58. Your employment will terminate automatically 

at the end of the month in which your 58th birthday occurs, unless you are otherwise advised by 

individual notice. You may also be retired earlier if found to be medically unfit or suffer any other 

incapacity that may impact on the effective performance of your services. 

 

12. RULES AND REGULATIONS 

a. Eduinstyn Learning Pvt Ltd is a business based on integrity and mutual trust. To maintain and 

safeguard the trust and confidence of customers and the public certain ethical principles and 

standards of conduct have to be maintained. 

b. In addition to any requirement under the Code of Conduct, you are also required as a 

condition of continued employment to disclose to Eduinstyn Learning Pvt Ltd immediately and 

without any delay, any instance of you being arrested or charged or convicted of any criminal 

offence(s) and / or being declared bankrupt during the course of your employment. Failure to 

disclose such information may result in disciplinary proceedings up to and including but not limited 

to termination of employment. 

c. Other specific rules and regulations will be notified by the Company from time to time. 

d. Policies, Code of Conduct, rules, and regulations may be amended from time to time. You are 

required to keep yourself updated on such changes. 

 

13. CONFIDENTIALITY 

a. As a condition of employment, you are required to sign and return the Non-Disclosure 

Agreement in Annexure that pledges confidentiality on all business matters pertaining to Eduinstyn 

Learning Pvt Ltd, its subsidiaries, the company, and its customers. A breach of confidentiality is a 

material breach and may result in disciplinary proceedings including but not limited to injunction, 

termination of employment or claims of damages. 

 

14. PROTECTION OF PERSONAL DATA 

a. Eduinstyn Learning Pvt Ltd adopts industry standard software for maintenance of employee 

and customer data and Personal data of employees and customer data. Such data may be processed 

for human resources administration purposes, including payroll administration, career development, 

performance and health and safety administration and such business and operational needs. 

b. In order to process your personal data, the Company needs your consent. A format of such 

consent is enclosed with this letter. 

c. We request you to read and confirm your consent and return the Consent to us. Access to 

information systems and your personal data will be protected in accordance with our standard 

practices. 

 

15. USE OF SOFTWARE AND SYSTEMS ACCESS 

a. You are required to follow policies, rules and procedures laid down by the Company in this 

letter and those subsequently notified by the Company. 

 

 

16. DATA PROTECTION 
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a. Under the Company’s policies, you have a responsibility to ensure that all personal data, 

confidential information you process or process, is kept protected. Unauthorized disclosure of 

personal data of anyone, yourself, your colleagues, vendors, or customers is a material breach and 

may result in disciplinary action including but not limited to termination of employment and other 

actions as may be necessary under the applicable laws governing data protection. Therefore, you 

must ensure that you do the following in addition to all other guidance regarding data protection 

you may receive from the Company from time to time: 

b. Do not disclose personal data without authority 

c. Do not access information or systems not directly relevant to each task Do not treat personal 

data carelessly 

d. Lock all printouts away when not in use 

e. Do not disclose your computer password to any unauthorized person. 

f. Under the Company’s policies, it is important that the Company’s internal, restricted, or highly 

restricted personal records are maintained as accurately as possible. Hence, you must notify the 

Company in writing of any change in your personal circumstances, such as your address, marital 

status, birth of children, attainment of professional qualifications, and so forth. 

 

17. Performance Improvement Plan 

During this period, you are required to adhere and deliver the KPI (Key performance indicators) 

which will be communicated to you as and when this is being implemented 

 

18. TERMINATION OF YOUR EMPLOYMENT BY THE COMPANY 

a. Post confirmation, you may be terminated on the grounds of misconduct, breach of 

employment terms or policies, breach of laws. 

b. In the event of misconduct, breach of policies, Code of Conduct, involvement in any criminal 

activity of sexual harassment incident or similar such reasons, the notice period of one month shall 

not apply and services may require to be terminated at shorter notice. 

c. Notice of Termination may be handed to you personally, by email or sent to your last recorded 

address. The Company reserves the right to ask that you no longer work at your office location for 

the duration of your notice period in case circumstances so require. 

 

19. TERMINATION OF EMPLOYMENT BY YOU 

a. During probation, you are required to give the company at least one calendar months’ notice 

in writing. Post confirmation, you are required to give the company a minimum of 1 months’ notice 

in writing. Where a notice period as per terms of employment is not served, pay in lieu of notice 

period would be reduced from the final settlement dues to the employee. Upon immediate 

termination of employment by you, you will have to compensate by paying an amount equal to 2 

months’ salary to the Company in lieu of the notice period. 

b. Violation during Notice Period: During notice period you are expected to adhere to all the KPIs 

and perform to the best of your abilities. In the event that the KPIs are not met, the work and 

compensation will be considered null and void during the notice period and the compensation as per 

clause 19.a will have to be paid by you. 

c. Corollary: If during the notice period, you fail to achieve the KPIs – you have an option to move 

to a “Pay per Conversion” model wherein you will be eligible to receive 30% of the revenue 

generated and received on behalf of the company. 

 

20. RETURN OF ASSETS UPON END OF YOUR ENGAGEMENT 
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a. You shall immediately return all computers, software, access cards, work deliverables, 

completed or work in progress and any other Eduinstyn Learning Pvt Ltd provided property upon 

your end of employment. You shall not make any copies of work products or software or retain any 

of Eduinstyn Learning Pvt Ltd assets in your possession after your employment with Eduinstyn 

Learning Pvt Ltd comes to an end. You understand that a breach of this obligation entitles Eduinstyn 

Learning Pvt Ltd to take civil and criminal actions as applicable for recovery of its assets. 

 

21. INTELLECTUAL PROPERTY RIGHTS IN DELIVERABLES 

a. In consideration of your employment, you agree and hereby assign all intellectual property 

rights copyrights, patents, trademarks, design rights or any other proprietary right and moral rights 

assignable to Eduinstyn Learning Pvt Ltd in all deliverables you create in the course of your 

employment including but not limited to software codes, reports, algorithms, analysis etc. 

b. You shall not retain any copies of the same in your personal computer or mail systems. 

c. You understand that intellectual property is a vital asset for Eduinstyn Learning Pvt Ltd and any 

wrongful disclosure or handling of the same shall result in irreparable loss and injury to Eduinstyn 

Learning Pvt Ltd and allow Eduinstyn Learning Pvt Ltd to prosecute a legal action, claim damages or 

injunctions. 

d. You shall not use third party’s proprietary material or their intellectual property without 

appropriate authorizations and licenses to produce your work deliverables for Eduinstyn Learning 

Pvt Ltd. 

 

22. INDEMNIFICATIONS 

a. You understand that breaching actions of yours such as breach of confidentiality, breach of 

applicable laws, breach of data protection obligations, breach of intellectual property rights may 

cause Eduinstyn Learning Pvt Ltd financial, reputational or goodwill loss, hence you shall at all times 

indemnify Eduinstyn Learning Pvt Ltd, its directors, third parties and employees from and against any 

claims, losses or damages arising from your breaches or unlawful activities. 

 

23. NON -SOLICITATION 

a. You shall not directly or indirectly induce, influence, coerce, solicit any of Eduinstyn Learning 

Pvt Ltd’s customers or employees. This restriction applies during your tenure with Eduinstyn 

Learning Pvt Ltd and for a duration of two years after termination of your engagement 

with Eduinstyn Learning Pvt Ltd, regardless of the reason for termination of your engagement 

with Eduinstyn Learning Pvt Ltd. 

 

24. AMENDMENTS 

a. The Company reserves the right to amend the terms and conditions related to employment, 

the policies, the rules, and regulations applicable to employees. Such changes would be 

communicated through internal communication to the employees at large. Such changes shall be 

deemed to be part of your employment conditions. All enclosures herewith are deemed part of your 

employment agreement with the Company. 

 

25. EXCLUSIVE JURISDICTION 

a. Your employment and conditions of employment are exclusively governed by the laws of India 

and the courts of Bangalore shall have the exclusive jurisdiction on any dispute arising on matters 

related to your employment. 

 

26. SEVERABILITY 
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a. If any part of this agreement is held invalid, void, or unenforceable, the remainder of the terms 

shall continue to be fully enforceable minus the portion which is not enforceable. 

 

 

CONFIRMATION OF ACCEPTANCE 

We request you to complete and return a copy of this letter as a token of written 

acceptance of this offer. If we do not receive a written acceptance as above from you within 7 days 

of the date of this letter, we shall assume that you do not wish to take up this offer of employment 

and our offer will lapse automatically. We sincerely hope that you will accept this appointment and 

look forward to having you onboard. 

 

Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 

 

 

ANNEXURE-1 

 
THE CTC PROVIDED BY THE COMPANY WILL BE INR 2,40,000 LPA for 3 months of probation period, 

after probation period the same will be revised to INR 3,00,000 LPA for a period of 3 months 

thereafter. After completion of 6 months in our organization your CTC will be revised to INR 5,00,000 

LPA as fixed component and INR 3,00,000 LPA as the variable component 

 

Subject to deductions for Employee’s contribution to PF, Professional Tax, Income Tax and other 
statutory deductions that may be applicable. • EPFO guidelines for International Worker applicable. • 
Any other relevant Compensation & Benefits related matter shall be governed by the service rules and 

policies in force and applicable from time to time. • As per IT Act, it is mandatory for all individuals 
working in India whose receipts are subject to deduction of tax at source (the deducted) to furnish his/ 

her PAN details to the deductor (Company), failing which the deductor (Company) w.e.f. April 2010 will 

deduct Tax at Source at rates higher than normal as per norms. 
 

Sl no Salary Breakup Total Monthly 

1 Basic Salary     1,20,000.00           10,000.00  

2 Dearness Allowance        36,000.00             3,000.00  

3 House Rent Allowance        60,000.00             5,000.00  

4 Special Allowance        24,000.00             2,000.00  

  Gross Salary     2,40,000.00           20,000.00  

        

1 Professional Tax          2,400.00                200.00  

2 Income tax - TDS                      -                           -    

  Total Deductions          2,400.00                200.00  

        

  Net Salary     2,37,600.00           19,800.00  

 

 
Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 
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Dear DANIEL ARULANANDAM A 

Appointment letter 

Bangalore 

Further to your recent interview, conditional on and subject to no adverse findings arising 

from any of the employee background verification checks, required to be carried out by the 

Organization, I am pleased to offer you the following employment with Eduinstyn Learning Pvt Ltd, 

with a commencement date of 02/14/2022(Month/date/year). Please report to the undersigned 

on 02/14/2022(Month/date/year) will carry an annual CTC of INR 2,40,000/- at 11:00 AM at our 

office address - 675, 9th Main Rd, Sector 7, HSR Layout, Bengaluru, Karnataka based on the terms 

and conditions stated herein. This offer letter upon written acceptance by you shall be deemed as an 

Employment Agreement. 

1. BACKGROUND CHECKS AND REFERENCE CHECKS

a. During the term of your employment, you may also be subject to the same / similar / other

background verification checks being repeated at such intervals as may be determined solely by the 

Company. In the event that there are any adverse findings that arise during the course of or as a 

result of such background verification checks, you may be subject to disciplinary proceedings up to 

and including but not limited to termination of your employment. For the purpose of obtaining your 

present employer’s reference, you agree that your written acceptance will constitute your 

permission to write for reference checks. 

2. PROBATION

a. You will be on probation for a period of 15 days during which your performance shall be

reviewed by the Company. In case of unsatisfactory performance your probation may be ended or 

extended subject to additional conditions. 

b. Upon successful completion of the probation period without any extension you shall be

deemed to have been confirmed in the services of the Company as permanent Employee automatic. 

c. Upon your successful completion of probation period and becoming a regular employee, you

are required to work with us for a minimum tenure of 12 months from the date of confirmation. At 

any point in time if you wish to leave the company due to reasons of your own, you will have to pay 

a compensation amounting to 1 month’s total pay. 

d. NOTE: If you were hired as Trainee/Intern before for a period up to 3 months/6 Months.

The Probationary will be considered as void. 

3. JOB TITLE: Manger-Sales
As a term of your employment from time to time you may be required to undertake such 

other duties as they may be commensurate with the business needs of the Company. 

4. COMPENSATION

a. Your remuneration shall be as per Annexure titled “Annexure-1”.
b. Salary is subject to Income Tax and other statutory deductions and will be paid into a bank

account indicated by you. 

c. You will receive a monthly pay statement detailing gross pay and deductions. Any subsequent

changes to your salary will be highlighted in that statement. 
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d. Periodically your performance will be reviewed. If a performance award (bonus) is applicable,

it will usually be paid subject to your performance appraisal, ratings and company performance and 

other such criteria at payout intervals determined by the Company. 

e. In the event of an Income tax liability or any other tax liability or any statutory charges arising

as a result of your employment with the Company, these will be borne by yourself, and Company 

shall in no event be liable for payment of these taxes or any other charges of this nature for the 

period of your employment or after cessation of your employment with the Company. 

5. SALARY REVISIONS

a. The Company may undertake a periodic review of salaries, and will notify you of any

amendments which are to be applied. Such reviews will take due consideration of, amongst other 

things, inflationary, deflationary, market and other economic pressures impacting the company and 

the staff. 

6. DEDUCTIONS FROM PAY

a. When your employment ends, if the number of annual leaves you have taken exceeds your

entitlement, an appropriate deduction will be made from your full and final payout. 

b. Any leave balance outstanding in your name may be encashed subject to the Leave

encashment Policy applicable. 

c. If you are summarily dismissed, or you leave the Company without giving due notice under

your contract of employment, your entitlement to holiday pay ends with the date of termination. 

7. HOURS OF WORK

a. Your usual working hours shall be 8 hours excluding the breaks. However, you may be required

to put in additional hours as and when there is a business requirement. 

b. The business working days of the Company 6 Days a week. For any Shift working, the Company

shall inform you reasonably in advance. 

8. ADDITIONAL HOURS

a. Subject to your role qualifying for overtime under applicable statutory provisions if occasions

so arise when you may be required to work additional hours beyond normal hours. 

9. LEAVES

a. The Company’s holiday year runs from the first day of January to the last day of December in
the same year. 

b. In a Year, you are entitled to 15 days of earned leave, 6 days of casual leave and 6 days of sick

leave. This should be informed and approved by HR, AVP & VP/Head of the Department 15 days 

prior to the leaves. 

c. Please refer to the detailed Leave Policy upon joining.

d. No salary will be paid for periods of unauthorized absence. Unauthorized absence for a period

of more than 3 days shall result in termination of employment on grounds of abandonment of 

employment. 

e. Subject to conditions prescribed by the law, Maternity Leave for a period of 6 months shall be

available to women employees who have worked for a period of minimum of 80 days. 

10. PLACE OF WORK AND MOBILITY

a. Your usual location of work will be Bangalore. However, you may be required from time to

time to work at or from any office or location of the Company or within different companies 
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affiliated to Eduinstyn Learning Pvt Ltd. A change of your place of residence may be required from 

time to time and you may be transferred from one city to another for the business needs of the 

Company. In case of transfer, your transfer shall be subject to the Relocation Policy. 

 

11. RETIREMENT 

a. Normal retirement in the company is at age 58. Your employment will terminate automatically 

at the end of the month in which your 58th birthday occurs, unless you are otherwise advised by 

individual notice. You may also be retired earlier if found to be medically unfit or suffer any other 

incapacity that may impact on the effective performance of your services. 

 

12. RULES AND REGULATIONS 

a. Eduinstyn Learning Pvt Ltd is a business based on integrity and mutual trust. To maintain and 

safeguard the trust and confidence of customers and the public certain ethical principles and 

standards of conduct have to be maintained. 

b. In addition to any requirement under the Code of Conduct, you are also required as a 

condition of continued employment to disclose to Eduinstyn Learning Pvt Ltd immediately and 

without any delay, any instance of you being arrested or charged or convicted of any criminal 

offence(s) and / or being declared bankrupt during the course of your employment. Failure to 

disclose such information may result in disciplinary proceedings up to and including but not limited 

to termination of employment. 

c. Other specific rules and regulations will be notified by the Company from time to time. 

d. Policies, Code of Conduct, rules, and regulations may be amended from time to time. You are 

required to keep yourself updated on such changes. 

 

13. CONFIDENTIALITY 

a. As a condition of employment, you are required to sign and return the Non-Disclosure 

Agreement in Annexure that pledges confidentiality on all business matters pertaining to Eduinstyn 

Learning Pvt Ltd, its subsidiaries, the company, and its customers. A breach of confidentiality is a 

material breach and may result in disciplinary proceedings including but not limited to injunction, 

termination of employment or claims of damages. 

 

14. PROTECTION OF PERSONAL DATA 

a. Eduinstyn Learning Pvt Ltd adopts industry standard software for maintenance of employee 

and customer data and Personal data of employees and customer data. Such data may be processed 

for human resources administration purposes, including payroll administration, career development, 

performance and health and safety administration and such business and operational needs. 

b. In order to process your personal data, the Company needs your consent. A format of such 

consent is enclosed with this letter. 

c. We request you to read and confirm your consent and return the Consent to us. Access to 

information systems and your personal data will be protected in accordance with our standard 

practices. 

 

15. USE OF SOFTWARE AND SYSTEMS ACCESS 

a. You are required to follow policies, rules and procedures laid down by the Company in this 

letter and those subsequently notified by the Company. 

 

 

16. DATA PROTECTION 

mailto:study@instyn.school


EduInstyn Learning Pvt Ltd 

675, 9th Main Rd, Sector 7 

HSR Layout, Bengaluru, 

Karnataka 560068 

CIN: U80902KA2022PTC156854 

PAN: AAGCE8604F 

study@instyn.school 

 

 

a. Under the Company’s policies, you have a responsibility to ensure that all personal data, 

confidential information you process or process, is kept protected. Unauthorized disclosure of 

personal data of anyone, yourself, your colleagues, vendors, or customers is a material breach and 

may result in disciplinary action including but not limited to termination of employment and other 

actions as may be necessary under the applicable laws governing data protection. Therefore, you 

must ensure that you do the following in addition to all other guidance regarding data protection 

you may receive from the Company from time to time: 

b. Do not disclose personal data without authority 

c. Do not access information or systems not directly relevant to each task Do not treat personal 

data carelessly 

d. Lock all printouts away when not in use 

e. Do not disclose your computer password to any unauthorized person. 

f. Under the Company’s policies, it is important that the Company’s internal, restricted, or highly 

restricted personal records are maintained as accurately as possible. Hence, you must notify the 

Company in writing of any change in your personal circumstances, such as your address, marital 

status, birth of children, attainment of professional qualifications, and so forth. 

 

17. Performance Improvement Plan 

During this period, you are required to adhere and deliver the KPI (Key performance indicators) 

which will be communicated to you as and when this is being implemented 

 

18. TERMINATION OF YOUR EMPLOYMENT BY THE COMPANY 

a. Post confirmation, you may be terminated on the grounds of misconduct, breach of 

employment terms or policies, breach of laws. 

b. In the event of misconduct, breach of policies, Code of Conduct, involvement in any criminal 

activity of sexual harassment incident or similar such reasons, the notice period of one month shall 

not apply and services may require to be terminated at shorter notice. 

c. Notice of Termination may be handed to you personally, by email or sent to your last recorded 

address. The Company reserves the right to ask that you no longer work at your office location for 

the duration of your notice period in case circumstances so require. 

 

19. TERMINATION OF EMPLOYMENT BY YOU 

a. During probation, you are required to give the company at least one calendar months’ notice 

in writing. Post confirmation, you are required to give the company a minimum of 1 months’ notice 

in writing. Where a notice period as per terms of employment is not served, pay in lieu of notice 

period would be reduced from the final settlement dues to the employee. Upon immediate 

termination of employment by you, you will have to compensate by paying an amount equal to 2 

months’ salary to the Company in lieu of the notice period. 

b. Violation during Notice Period: During notice period you are expected to adhere to all the KPIs 

and perform to the best of your abilities. In the event that the KPIs are not met, the work and 

compensation will be considered null and void during the notice period and the compensation as per 

clause 19.a will have to be paid by you. 

c. Corollary: If during the notice period, you fail to achieve the KPIs – you have an option to move 

to a “Pay per Conversion” model wherein you will be eligible to receive 30% of the revenue 

generated and received on behalf of the company. 

 

20. RETURN OF ASSETS UPON END OF YOUR ENGAGEMENT 
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a. You shall immediately return all computers, software, access cards, work deliverables, 

completed or work in progress and any other Eduinstyn Learning Pvt Ltd provided property upon 

your end of employment. You shall not make any copies of work products or software or retain any 

of Eduinstyn Learning Pvt Ltd assets in your possession after your employment with Eduinstyn 

Learning Pvt Ltd comes to an end. You understand that a breach of this obligation entitles Eduinstyn 

Learning Pvt Ltd to take civil and criminal actions as applicable for recovery of its assets. 

 

21. INTELLECTUAL PROPERTY RIGHTS IN DELIVERABLES 

a. In consideration of your employment, you agree and hereby assign all intellectual property 

rights copyrights, patents, trademarks, design rights or any other proprietary right and moral rights 

assignable to Eduinstyn Learning Pvt Ltd in all deliverables you create in the course of your 

employment including but not limited to software codes, reports, algorithms, analysis etc. 

b. You shall not retain any copies of the same in your personal computer or mail systems. 

c. You understand that intellectual property is a vital asset for Eduinstyn Learning Pvt Ltd and any 

wrongful disclosure or handling of the same shall result in irreparable loss and injury to Eduinstyn 

Learning Pvt Ltd and allow Eduinstyn Learning Pvt Ltd to prosecute a legal action, claim damages or 

injunctions. 

d. You shall not use third party’s proprietary material or their intellectual property without 

appropriate authorizations and licenses to produce your work deliverables for Eduinstyn Learning 

Pvt Ltd. 

 

22. INDEMNIFICATIONS 

a. You understand that breaching actions of yours such as breach of confidentiality, breach of 

applicable laws, breach of data protection obligations, breach of intellectual property rights may 

cause Eduinstyn Learning Pvt Ltd financial, reputational or goodwill loss, hence you shall at all times 

indemnify Eduinstyn Learning Pvt Ltd, its directors, third parties and employees from and against any 

claims, losses or damages arising from your breaches or unlawful activities. 

 

23. NON -SOLICITATION 

a. You shall not directly or indirectly induce, influence, coerce, solicit any of Eduinstyn Learning 

Pvt Ltd’s customers or employees. This restriction applies during your tenure with Eduinstyn 

Learning Pvt Ltd and for a duration of two years after termination of your engagement 

with Eduinstyn Learning Pvt Ltd, regardless of the reason for termination of your engagement 

with Eduinstyn Learning Pvt Ltd. 

 

24. AMENDMENTS 

a. The Company reserves the right to amend the terms and conditions related to employment, 

the policies, the rules, and regulations applicable to employees. Such changes would be 

communicated through internal communication to the employees at large. Such changes shall be 

deemed to be part of your employment conditions. All enclosures herewith are deemed part of your 

employment agreement with the Company. 

 

25. EXCLUSIVE JURISDICTION 

a. Your employment and conditions of employment are exclusively governed by the laws of India 

and the courts of Bangalore shall have the exclusive jurisdiction on any dispute arising on matters 

related to your employment. 

 

26. SEVERABILITY 
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a. If any part of this agreement is held invalid, void, or unenforceable, the remainder of the terms 

shall continue to be fully enforceable minus the portion which is not enforceable. 

 

 

CONFIRMATION OF ACCEPTANCE 

We request you to complete and return a copy of this letter as a token of written 

acceptance of this offer. If we do not receive a written acceptance as above from you within 7 days 

of the date of this letter, we shall assume that you do not wish to take up this offer of employment 

and our offer will lapse automatically. We sincerely hope that you will accept this appointment and 

look forward to having you onboard. 

 

Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 

 

 

ANNEXURE-1 

 
THE CTC PROVIDED BY THE COMPANY WILL BE INR 2,40,000 LPA for 3 months of probation period, 

after probation period the same will be revised to INR 3,00,000 LPA for a period of 3 months 

thereafter. After completion of 6 months in our organization your CTC will be revised to INR 5,00,000 

LPA as fixed component and INR 3,00,000 LPA as the variable component 

 

Subject to deductions for Employee’s contribution to PF, Professional Tax, Income Tax and other 
statutory deductions that may be applicable. • EPFO guidelines for International Worker applicable. • 
Any other relevant Compensation & Benefits related matter shall be governed by the service rules and 

policies in force and applicable from time to time. • As per IT Act, it is mandatory for all individuals 
working in India whose receipts are subject to deduction of tax at source (the deducted) to furnish his/ 

her PAN details to the deductor (Company), failing which the deductor (Company) w.e.f. April 2010 will 

deduct Tax at Source at rates higher than normal as per norms. 
 

Sl no Salary Breakup Total Monthly 

1 Basic Salary     1,20,000.00           10,000.00  

2 Dearness Allowance        36,000.00             3,000.00  

3 House Rent Allowance        60,000.00             5,000.00  

4 Special Allowance        24,000.00             2,000.00  

  Gross Salary     2,40,000.00           20,000.00  

        

1 Professional Tax          2,400.00                200.00  

2 Income tax - TDS                      -                           -    

  Total Deductions          2,400.00                200.00  

        

  Net Salary     2,37,600.00           19,800.00  

 

 
Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 
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Dear VINOD R  

Appointment letter 

Bangalore 

Further to your recent interview, conditional on and subject to no adverse findings arising 

from any of the employee background verification checks, required to be carried out by the 

Organization, I am pleased to offer you the following employment with Eduinstyn Learning Pvt Ltd, 

with a commencement date of 02/14/2022(Month/date/year). Please report to the undersigned 

on 02/14/2022(Month/date/year) will carry an annual CTC of INR 2,40,000/- at 11:00 AM at our 

office address - 675, 9th Main Rd, Sector 7, HSR Layout, Bengaluru, Karnataka based on the terms 

and conditions stated herein. This offer letter upon written acceptance by you shall be deemed as an 

Employment Agreement. 

1. BACKGROUND CHECKS AND REFERENCE CHECKS

a. During the term of your employment, you may also be subject to the same / similar / other

background verification checks being repeated at such intervals as may be determined solely by the 

Company. In the event that there are any adverse findings that arise during the course of or as a 

result of such background verification checks, you may be subject to disciplinary proceedings up to 

and including but not limited to termination of your employment. For the purpose of obtaining your 

present employer’s reference, you agree that your written acceptance will constitute your 

permission to write for reference checks. 

2. PROBATION

a. You will be on probation for a period of 15 days during which your performance shall be

reviewed by the Company. In case of unsatisfactory performance your probation may be ended or 

extended subject to additional conditions. 

b. Upon successful completion of the probation period without any extension you shall be

deemed to have been confirmed in the services of the Company as permanent Employee automatic. 

c. Upon your successful completion of probation period and becoming a regular employee, you

are required to work with us for a minimum tenure of 12 months from the date of confirmation. At 

any point in time if you wish to leave the company due to reasons of your own, you will have to pay 

a compensation amounting to 1 month’s total pay. 

d. NOTE: If you were hired as Trainee/Intern before for a period up to 3 months/6 Months.

The Probationary will be considered as void. 

3. JOB TITLE: Manger-Sales
As a term of your employment from time to time you may be required to undertake such 

other duties as they may be commensurate with the business needs of the Company. 

4. COMPENSATION

a. Your remuneration shall be as per Annexure titled “Annexure-1”.
b. Salary is subject to Income Tax and other statutory deductions and will be paid into a bank

account indicated by you. 

c. You will receive a monthly pay statement detailing gross pay and deductions. Any subsequent

changes to your salary will be highlighted in that statement. 
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d. Periodically your performance will be reviewed. If a performance award (bonus) is applicable,

it will usually be paid subject to your performance appraisal, ratings and company performance and 

other such criteria at payout intervals determined by the Company. 

e. In the event of an Income tax liability or any other tax liability or any statutory charges arising

as a result of your employment with the Company, these will be borne by yourself, and Company 

shall in no event be liable for payment of these taxes or any other charges of this nature for the 

period of your employment or after cessation of your employment with the Company. 

5. SALARY REVISIONS

a. The Company may undertake a periodic review of salaries, and will notify you of any

amendments which are to be applied. Such reviews will take due consideration of, amongst other 

things, inflationary, deflationary, market and other economic pressures impacting the company and 

the staff. 

6. DEDUCTIONS FROM PAY

a. When your employment ends, if the number of annual leaves you have taken exceeds your

entitlement, an appropriate deduction will be made from your full and final payout. 

b. Any leave balance outstanding in your name may be encashed subject to the Leave

encashment Policy applicable. 

c. If you are summarily dismissed, or you leave the Company without giving due notice under

your contract of employment, your entitlement to holiday pay ends with the date of termination. 

7. HOURS OF WORK

a. Your usual working hours shall be 8 hours excluding the breaks. However, you may be required

to put in additional hours as and when there is a business requirement. 

b. The business working days of the Company 6 Days a week. For any Shift working, the Company

shall inform you reasonably in advance. 

8. ADDITIONAL HOURS

a. Subject to your role qualifying for overtime under applicable statutory provisions if occasions

so arise when you may be required to work additional hours beyond normal hours. 

9. LEAVES

a. The Company’s holiday year runs from the first day of January to the last day of December in
the same year. 

b. In a Year, you are entitled to 15 days of earned leave, 6 days of casual leave and 6 days of sick

leave. This should be informed and approved by HR, AVP & VP/Head of the Department 15 days 

prior to the leaves. 

c. Please refer to the detailed Leave Policy upon joining.

d. No salary will be paid for periods of unauthorized absence. Unauthorized absence for a period

of more than 3 days shall result in termination of employment on grounds of abandonment of 

employment. 

e. Subject to conditions prescribed by the law, Maternity Leave for a period of 6 months shall be

available to women employees who have worked for a period of minimum of 80 days. 

10. PLACE OF WORK AND MOBILITY

a. Your usual location of work will be Bangalore. However, you may be required from time to

time to work at or from any office or location of the Company or within different companies 
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affiliated to Eduinstyn Learning Pvt Ltd. A change of your place of residence may be required from 

time to time and you may be transferred from one city to another for the business needs of the 

Company. In case of transfer, your transfer shall be subject to the Relocation Policy. 

 

11. RETIREMENT 

a. Normal retirement in the company is at age 58. Your employment will terminate automatically 

at the end of the month in which your 58th birthday occurs, unless you are otherwise advised by 

individual notice. You may also be retired earlier if found to be medically unfit or suffer any other 

incapacity that may impact on the effective performance of your services. 

 

12. RULES AND REGULATIONS 

a. Eduinstyn Learning Pvt Ltd is a business based on integrity and mutual trust. To maintain and 

safeguard the trust and confidence of customers and the public certain ethical principles and 

standards of conduct have to be maintained. 

b. In addition to any requirement under the Code of Conduct, you are also required as a 

condition of continued employment to disclose to Eduinstyn Learning Pvt Ltd immediately and 

without any delay, any instance of you being arrested or charged or convicted of any criminal 

offence(s) and / or being declared bankrupt during the course of your employment. Failure to 

disclose such information may result in disciplinary proceedings up to and including but not limited 

to termination of employment. 

c. Other specific rules and regulations will be notified by the Company from time to time. 

d. Policies, Code of Conduct, rules, and regulations may be amended from time to time. You are 

required to keep yourself updated on such changes. 

 

13. CONFIDENTIALITY 

a. As a condition of employment, you are required to sign and return the Non-Disclosure 

Agreement in Annexure that pledges confidentiality on all business matters pertaining to Eduinstyn 

Learning Pvt Ltd, its subsidiaries, the company, and its customers. A breach of confidentiality is a 

material breach and may result in disciplinary proceedings including but not limited to injunction, 

termination of employment or claims of damages. 

 

14. PROTECTION OF PERSONAL DATA 

a. Eduinstyn Learning Pvt Ltd adopts industry standard software for maintenance of employee 

and customer data and Personal data of employees and customer data. Such data may be processed 

for human resources administration purposes, including payroll administration, career development, 

performance and health and safety administration and such business and operational needs. 

b. In order to process your personal data, the Company needs your consent. A format of such 

consent is enclosed with this letter. 

c. We request you to read and confirm your consent and return the Consent to us. Access to 

information systems and your personal data will be protected in accordance with our standard 

practices. 

 

15. USE OF SOFTWARE AND SYSTEMS ACCESS 

a. You are required to follow policies, rules and procedures laid down by the Company in this 

letter and those subsequently notified by the Company. 

 

 

16. DATA PROTECTION 
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a. Under the Company’s policies, you have a responsibility to ensure that all personal data, 

confidential information you process or process, is kept protected. Unauthorized disclosure of 

personal data of anyone, yourself, your colleagues, vendors, or customers is a material breach and 

may result in disciplinary action including but not limited to termination of employment and other 

actions as may be necessary under the applicable laws governing data protection. Therefore, you 

must ensure that you do the following in addition to all other guidance regarding data protection 

you may receive from the Company from time to time: 

b. Do not disclose personal data without authority 

c. Do not access information or systems not directly relevant to each task Do not treat personal 

data carelessly 

d. Lock all printouts away when not in use 

e. Do not disclose your computer password to any unauthorized person. 

f. Under the Company’s policies, it is important that the Company’s internal, restricted, or highly 

restricted personal records are maintained as accurately as possible. Hence, you must notify the 

Company in writing of any change in your personal circumstances, such as your address, marital 

status, birth of children, attainment of professional qualifications, and so forth. 

 

17. Performance Improvement Plan 

During this period, you are required to adhere and deliver the KPI (Key performance indicators) 

which will be communicated to you as and when this is being implemented 

 

18. TERMINATION OF YOUR EMPLOYMENT BY THE COMPANY 

a. Post confirmation, you may be terminated on the grounds of misconduct, breach of 

employment terms or policies, breach of laws. 

b. In the event of misconduct, breach of policies, Code of Conduct, involvement in any criminal 

activity of sexual harassment incident or similar such reasons, the notice period of one month shall 

not apply and services may require to be terminated at shorter notice. 

c. Notice of Termination may be handed to you personally, by email or sent to your last recorded 

address. The Company reserves the right to ask that you no longer work at your office location for 

the duration of your notice period in case circumstances so require. 

 

19. TERMINATION OF EMPLOYMENT BY YOU 

a. During probation, you are required to give the company at least one calendar months’ notice 

in writing. Post confirmation, you are required to give the company a minimum of 1 months’ notice 

in writing. Where a notice period as per terms of employment is not served, pay in lieu of notice 

period would be reduced from the final settlement dues to the employee. Upon immediate 

termination of employment by you, you will have to compensate by paying an amount equal to 2 

months’ salary to the Company in lieu of the notice period. 

b. Violation during Notice Period: During notice period you are expected to adhere to all the KPIs 

and perform to the best of your abilities. In the event that the KPIs are not met, the work and 

compensation will be considered null and void during the notice period and the compensation as per 

clause 19.a will have to be paid by you. 

c. Corollary: If during the notice period, you fail to achieve the KPIs – you have an option to move 

to a “Pay per Conversion” model wherein you will be eligible to receive 30% of the revenue 

generated and received on behalf of the company. 

 

20. RETURN OF ASSETS UPON END OF YOUR ENGAGEMENT 
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a. You shall immediately return all computers, software, access cards, work deliverables, 

completed or work in progress and any other Eduinstyn Learning Pvt Ltd provided property upon 

your end of employment. You shall not make any copies of work products or software or retain any 

of Eduinstyn Learning Pvt Ltd assets in your possession after your employment with Eduinstyn 

Learning Pvt Ltd comes to an end. You understand that a breach of this obligation entitles Eduinstyn 

Learning Pvt Ltd to take civil and criminal actions as applicable for recovery of its assets. 

 

21. INTELLECTUAL PROPERTY RIGHTS IN DELIVERABLES 

a. In consideration of your employment, you agree and hereby assign all intellectual property 

rights copyrights, patents, trademarks, design rights or any other proprietary right and moral rights 

assignable to Eduinstyn Learning Pvt Ltd in all deliverables you create in the course of your 

employment including but not limited to software codes, reports, algorithms, analysis etc. 

b. You shall not retain any copies of the same in your personal computer or mail systems. 

c. You understand that intellectual property is a vital asset for Eduinstyn Learning Pvt Ltd and any 

wrongful disclosure or handling of the same shall result in irreparable loss and injury to Eduinstyn 

Learning Pvt Ltd and allow Eduinstyn Learning Pvt Ltd to prosecute a legal action, claim damages or 

injunctions. 

d. You shall not use third party’s proprietary material or their intellectual property without 

appropriate authorizations and licenses to produce your work deliverables for Eduinstyn Learning 

Pvt Ltd. 

 

22. INDEMNIFICATIONS 

a. You understand that breaching actions of yours such as breach of confidentiality, breach of 

applicable laws, breach of data protection obligations, breach of intellectual property rights may 

cause Eduinstyn Learning Pvt Ltd financial, reputational or goodwill loss, hence you shall at all times 

indemnify Eduinstyn Learning Pvt Ltd, its directors, third parties and employees from and against any 

claims, losses or damages arising from your breaches or unlawful activities. 

 

23. NON -SOLICITATION 

a. You shall not directly or indirectly induce, influence, coerce, solicit any of Eduinstyn Learning 

Pvt Ltd’s customers or employees. This restriction applies during your tenure with Eduinstyn 

Learning Pvt Ltd and for a duration of two years after termination of your engagement 

with Eduinstyn Learning Pvt Ltd, regardless of the reason for termination of your engagement 

with Eduinstyn Learning Pvt Ltd. 

 

24. AMENDMENTS 

a. The Company reserves the right to amend the terms and conditions related to employment, 

the policies, the rules, and regulations applicable to employees. Such changes would be 

communicated through internal communication to the employees at large. Such changes shall be 

deemed to be part of your employment conditions. All enclosures herewith are deemed part of your 

employment agreement with the Company. 

 

25. EXCLUSIVE JURISDICTION 

a. Your employment and conditions of employment are exclusively governed by the laws of India 

and the courts of Bangalore shall have the exclusive jurisdiction on any dispute arising on matters 

related to your employment. 

 

26. SEVERABILITY 
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a. If any part of this agreement is held invalid, void, or unenforceable, the remainder of the terms 

shall continue to be fully enforceable minus the portion which is not enforceable. 

 

 

CONFIRMATION OF ACCEPTANCE 

We request you to complete and return a copy of this letter as a token of written 

acceptance of this offer. If we do not receive a written acceptance as above from you within 7 days 

of the date of this letter, we shall assume that you do not wish to take up this offer of employment 

and our offer will lapse automatically. We sincerely hope that you will accept this appointment and 

look forward to having you onboard. 

 

Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 

 

 

ANNEXURE-1 

 
THE CTC PROVIDED BY THE COMPANY WILL BE INR 2,40,000 LPA for 3 months of probation period, 

after probation period the same will be revised to INR 3,00,000 LPA for a period of 3 months 

thereafter. After completion of 6 months in our organization your CTC will be revised to INR 5,00,000 

LPA as fixed component and INR 3,00,000 LPA as the variable component 

 

Subject to deductions for Employee’s contribution to PF, Professional Tax, Income Tax and other 
statutory deductions that may be applicable. • EPFO guidelines for International Worker applicable. • 
Any other relevant Compensation & Benefits related matter shall be governed by the service rules and 

policies in force and applicable from time to time. • As per IT Act, it is mandatory for all individuals 
working in India whose receipts are subject to deduction of tax at source (the deducted) to furnish his/ 

her PAN details to the deductor (Company), failing which the deductor (Company) w.e.f. April 2010 will 

deduct Tax at Source at rates higher than normal as per norms. 
 

Sl no Salary Breakup Total Monthly 

1 Basic Salary     1,20,000.00           10,000.00  

2 Dearness Allowance        36,000.00             3,000.00  

3 House Rent Allowance        60,000.00             5,000.00  

4 Special Allowance        24,000.00             2,000.00  

  Gross Salary     2,40,000.00           20,000.00  

        

1 Professional Tax          2,400.00                200.00  

2 Income tax - TDS                      -                           -    

  Total Deductions          2,400.00                200.00  

        

  Net Salary     2,37,600.00           19,800.00  

 

 
Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 
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Dear SURESH 

Appointment letter 

Bangalore 

Further to your recent interview, conditional on and subject to no adverse findings arising 

from any of the employee background verification checks, required to be carried out by the 

Organization, I am pleased to offer you the following employment with Eduinstyn Learning Pvt Ltd, 

with a commencement date of 02/14/2022(Month/date/year). Please report to the undersigned 

on 02/14/2022(Month/date/year) will carry an annual CTC of INR 2,40,000/- at 11:00 AM at our 

office address - 675, 9th Main Rd, Sector 7, HSR Layout, Bengaluru, Karnataka based on the terms 

and conditions stated herein. This offer letter upon written acceptance by you shall be deemed as an 

Employment Agreement. 

1. BACKGROUND CHECKS AND REFERENCE CHECKS

a. During the term of your employment, you may also be subject to the same / similar / other

background verification checks being repeated at such intervals as may be determined solely by the 

Company. In the event that there are any adverse findings that arise during the course of or as a 

result of such background verification checks, you may be subject to disciplinary proceedings up to 

and including but not limited to termination of your employment. For the purpose of obtaining your 

present employer’s reference, you agree that your written acceptance will constitute your 

permission to write for reference checks. 

2. PROBATION

a. You will be on probation for a period of 15 days during which your performance shall be

reviewed by the Company. In case of unsatisfactory performance your probation may be ended or 

extended subject to additional conditions. 

b. Upon successful completion of the probation period without any extension you shall be

deemed to have been confirmed in the services of the Company as permanent Employee automatic. 

c. Upon your successful completion of probation period and becoming a regular employee, you

are required to work with us for a minimum tenure of 12 months from the date of confirmation. At 

any point in time if you wish to leave the company due to reasons of your own, you will have to pay 

a compensation amounting to 1 month’s total pay. 

d. NOTE: If you were hired as Trainee/Intern before for a period up to 3 months/6 Months.

The Probationary will be considered as void. 

3. JOB TITLE: Manger-Sales
As a term of your employment from time to time you may be required to undertake such 

other duties as they may be commensurate with the business needs of the Company. 

4. COMPENSATION

a. Your remuneration shall be as per Annexure titled “Annexure-1”.
b. Salary is subject to Income Tax and other statutory deductions and will be paid into a bank

account indicated by you. 

c. You will receive a monthly pay statement detailing gross pay and deductions. Any subsequent

changes to your salary will be highlighted in that statement. 
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d. Periodically your performance will be reviewed. If a performance award (bonus) is applicable,

it will usually be paid subject to your performance appraisal, ratings and company performance and 

other such criteria at payout intervals determined by the Company. 

e. In the event of an Income tax liability or any other tax liability or any statutory charges arising

as a result of your employment with the Company, these will be borne by yourself, and Company 

shall in no event be liable for payment of these taxes or any other charges of this nature for the 

period of your employment or after cessation of your employment with the Company. 

5. SALARY REVISIONS

a. The Company may undertake a periodic review of salaries, and will notify you of any

amendments which are to be applied. Such reviews will take due consideration of, amongst other 

things, inflationary, deflationary, market and other economic pressures impacting the company and 

the staff. 

6. DEDUCTIONS FROM PAY

a. When your employment ends, if the number of annual leaves you have taken exceeds your

entitlement, an appropriate deduction will be made from your full and final payout. 

b. Any leave balance outstanding in your name may be encashed subject to the Leave

encashment Policy applicable. 

c. If you are summarily dismissed, or you leave the Company without giving due notice under

your contract of employment, your entitlement to holiday pay ends with the date of termination. 

7. HOURS OF WORK

a. Your usual working hours shall be 8 hours excluding the breaks. However, you may be required

to put in additional hours as and when there is a business requirement. 

b. The business working days of the Company 6 Days a week. For any Shift working, the Company

shall inform you reasonably in advance. 

8. ADDITIONAL HOURS

a. Subject to your role qualifying for overtime under applicable statutory provisions if occasions

so arise when you may be required to work additional hours beyond normal hours. 

9. LEAVES

a. The Company’s holiday year runs from the first day of January to the last day of December in
the same year. 

b. In a Year, you are entitled to 15 days of earned leave, 6 days of casual leave and 6 days of sick

leave. This should be informed and approved by HR, AVP & VP/Head of the Department 15 days 

prior to the leaves. 

c. Please refer to the detailed Leave Policy upon joining.

d. No salary will be paid for periods of unauthorized absence. Unauthorized absence for a period

of more than 3 days shall result in termination of employment on grounds of abandonment of 

employment. 

e. Subject to conditions prescribed by the law, Maternity Leave for a period of 6 months shall be

available to women employees who have worked for a period of minimum of 80 days. 

10. PLACE OF WORK AND MOBILITY

a. Your usual location of work will be Bangalore. However, you may be required from time to

time to work at or from any office or location of the Company or within different companies 
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affiliated to Eduinstyn Learning Pvt Ltd. A change of your place of residence may be required from 

time to time and you may be transferred from one city to another for the business needs of the 

Company. In case of transfer, your transfer shall be subject to the Relocation Policy. 

 

11. RETIREMENT 

a. Normal retirement in the company is at age 58. Your employment will terminate automatically 

at the end of the month in which your 58th birthday occurs, unless you are otherwise advised by 

individual notice. You may also be retired earlier if found to be medically unfit or suffer any other 

incapacity that may impact on the effective performance of your services. 

 

12. RULES AND REGULATIONS 

a. Eduinstyn Learning Pvt Ltd is a business based on integrity and mutual trust. To maintain and 

safeguard the trust and confidence of customers and the public certain ethical principles and 

standards of conduct have to be maintained. 

b. In addition to any requirement under the Code of Conduct, you are also required as a 

condition of continued employment to disclose to Eduinstyn Learning Pvt Ltd immediately and 

without any delay, any instance of you being arrested or charged or convicted of any criminal 

offence(s) and / or being declared bankrupt during the course of your employment. Failure to 

disclose such information may result in disciplinary proceedings up to and including but not limited 

to termination of employment. 

c. Other specific rules and regulations will be notified by the Company from time to time. 

d. Policies, Code of Conduct, rules, and regulations may be amended from time to time. You are 

required to keep yourself updated on such changes. 

 

13. CONFIDENTIALITY 

a. As a condition of employment, you are required to sign and return the Non-Disclosure 

Agreement in Annexure that pledges confidentiality on all business matters pertaining to Eduinstyn 

Learning Pvt Ltd, its subsidiaries, the company, and its customers. A breach of confidentiality is a 

material breach and may result in disciplinary proceedings including but not limited to injunction, 

termination of employment or claims of damages. 

 

14. PROTECTION OF PERSONAL DATA 

a. Eduinstyn Learning Pvt Ltd adopts industry standard software for maintenance of employee 

and customer data and Personal data of employees and customer data. Such data may be processed 

for human resources administration purposes, including payroll administration, career development, 

performance and health and safety administration and such business and operational needs. 

b. In order to process your personal data, the Company needs your consent. A format of such 

consent is enclosed with this letter. 

c. We request you to read and confirm your consent and return the Consent to us. Access to 

information systems and your personal data will be protected in accordance with our standard 

practices. 

 

15. USE OF SOFTWARE AND SYSTEMS ACCESS 

a. You are required to follow policies, rules and procedures laid down by the Company in this 

letter and those subsequently notified by the Company. 

 

 

16. DATA PROTECTION 
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a. Under the Company’s policies, you have a responsibility to ensure that all personal data, 

confidential information you process or process, is kept protected. Unauthorized disclosure of 

personal data of anyone, yourself, your colleagues, vendors, or customers is a material breach and 

may result in disciplinary action including but not limited to termination of employment and other 

actions as may be necessary under the applicable laws governing data protection. Therefore, you 

must ensure that you do the following in addition to all other guidance regarding data protection 

you may receive from the Company from time to time: 

b. Do not disclose personal data without authority 

c. Do not access information or systems not directly relevant to each task Do not treat personal 

data carelessly 

d. Lock all printouts away when not in use 

e. Do not disclose your computer password to any unauthorized person. 

f. Under the Company’s policies, it is important that the Company’s internal, restricted, or highly 

restricted personal records are maintained as accurately as possible. Hence, you must notify the 

Company in writing of any change in your personal circumstances, such as your address, marital 

status, birth of children, attainment of professional qualifications, and so forth. 

 

17. Performance Improvement Plan 

During this period, you are required to adhere and deliver the KPI (Key performance indicators) 

which will be communicated to you as and when this is being implemented 

 

18. TERMINATION OF YOUR EMPLOYMENT BY THE COMPANY 

a. Post confirmation, you may be terminated on the grounds of misconduct, breach of 

employment terms or policies, breach of laws. 

b. In the event of misconduct, breach of policies, Code of Conduct, involvement in any criminal 

activity of sexual harassment incident or similar such reasons, the notice period of one month shall 

not apply and services may require to be terminated at shorter notice. 

c. Notice of Termination may be handed to you personally, by email or sent to your last recorded 

address. The Company reserves the right to ask that you no longer work at your office location for 

the duration of your notice period in case circumstances so require. 

 

19. TERMINATION OF EMPLOYMENT BY YOU 

a. During probation, you are required to give the company at least one calendar months’ notice 

in writing. Post confirmation, you are required to give the company a minimum of 1 months’ notice 

in writing. Where a notice period as per terms of employment is not served, pay in lieu of notice 

period would be reduced from the final settlement dues to the employee. Upon immediate 

termination of employment by you, you will have to compensate by paying an amount equal to 2 

months’ salary to the Company in lieu of the notice period. 

b. Violation during Notice Period: During notice period you are expected to adhere to all the KPIs 

and perform to the best of your abilities. In the event that the KPIs are not met, the work and 

compensation will be considered null and void during the notice period and the compensation as per 

clause 19.a will have to be paid by you. 

c. Corollary: If during the notice period, you fail to achieve the KPIs – you have an option to move 

to a “Pay per Conversion” model wherein you will be eligible to receive 30% of the revenue 

generated and received on behalf of the company. 

 

20. RETURN OF ASSETS UPON END OF YOUR ENGAGEMENT 
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a. You shall immediately return all computers, software, access cards, work deliverables, 

completed or work in progress and any other Eduinstyn Learning Pvt Ltd provided property upon 

your end of employment. You shall not make any copies of work products or software or retain any 

of Eduinstyn Learning Pvt Ltd assets in your possession after your employment with Eduinstyn 

Learning Pvt Ltd comes to an end. You understand that a breach of this obligation entitles Eduinstyn 

Learning Pvt Ltd to take civil and criminal actions as applicable for recovery of its assets. 

 

21. INTELLECTUAL PROPERTY RIGHTS IN DELIVERABLES 

a. In consideration of your employment, you agree and hereby assign all intellectual property 

rights copyrights, patents, trademarks, design rights or any other proprietary right and moral rights 

assignable to Eduinstyn Learning Pvt Ltd in all deliverables you create in the course of your 

employment including but not limited to software codes, reports, algorithms, analysis etc. 

b. You shall not retain any copies of the same in your personal computer or mail systems. 

c. You understand that intellectual property is a vital asset for Eduinstyn Learning Pvt Ltd and any 

wrongful disclosure or handling of the same shall result in irreparable loss and injury to Eduinstyn 

Learning Pvt Ltd and allow Eduinstyn Learning Pvt Ltd to prosecute a legal action, claim damages or 

injunctions. 

d. You shall not use third party’s proprietary material or their intellectual property without 

appropriate authorizations and licenses to produce your work deliverables for Eduinstyn Learning 

Pvt Ltd. 

 

22. INDEMNIFICATIONS 

a. You understand that breaching actions of yours such as breach of confidentiality, breach of 

applicable laws, breach of data protection obligations, breach of intellectual property rights may 

cause Eduinstyn Learning Pvt Ltd financial, reputational or goodwill loss, hence you shall at all times 

indemnify Eduinstyn Learning Pvt Ltd, its directors, third parties and employees from and against any 

claims, losses or damages arising from your breaches or unlawful activities. 

 

23. NON -SOLICITATION 

a. You shall not directly or indirectly induce, influence, coerce, solicit any of Eduinstyn Learning 

Pvt Ltd’s customers or employees. This restriction applies during your tenure with Eduinstyn 

Learning Pvt Ltd and for a duration of two years after termination of your engagement 

with Eduinstyn Learning Pvt Ltd, regardless of the reason for termination of your engagement 

with Eduinstyn Learning Pvt Ltd. 

 

24. AMENDMENTS 

a. The Company reserves the right to amend the terms and conditions related to employment, 

the policies, the rules, and regulations applicable to employees. Such changes would be 

communicated through internal communication to the employees at large. Such changes shall be 

deemed to be part of your employment conditions. All enclosures herewith are deemed part of your 

employment agreement with the Company. 

 

25. EXCLUSIVE JURISDICTION 

a. Your employment and conditions of employment are exclusively governed by the laws of India 

and the courts of Bangalore shall have the exclusive jurisdiction on any dispute arising on matters 

related to your employment. 

 

26. SEVERABILITY 
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a. If any part of this agreement is held invalid, void, or unenforceable, the remainder of the terms 

shall continue to be fully enforceable minus the portion which is not enforceable. 

 

 

CONFIRMATION OF ACCEPTANCE 

We request you to complete and return a copy of this letter as a token of written 

acceptance of this offer. If we do not receive a written acceptance as above from you within 7 days 

of the date of this letter, we shall assume that you do not wish to take up this offer of employment 

and our offer will lapse automatically. We sincerely hope that you will accept this appointment and 

look forward to having you onboard. 

 

Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 

 

 

ANNEXURE-1 

 
THE CTC PROVIDED BY THE COMPANY WILL BE INR 2,40,000 LPA for 3 months of probation period, 

after probation period the same will be revised to INR 3,00,000 LPA for a period of 3 months 

thereafter. After completion of 6 months in our organization your CTC will be revised to INR 5,00,000 

LPA as fixed component and INR 3,00,000 LPA as the variable component 

 

Subject to deductions for Employee’s contribution to PF, Professional Tax, Income Tax and other 
statutory deductions that may be applicable. • EPFO guidelines for International Worker applicable. • 
Any other relevant Compensation & Benefits related matter shall be governed by the service rules and 

policies in force and applicable from time to time. • As per IT Act, it is mandatory for all individuals 
working in India whose receipts are subject to deduction of tax at source (the deducted) to furnish his/ 

her PAN details to the deductor (Company), failing which the deductor (Company) w.e.f. April 2010 will 

deduct Tax at Source at rates higher than normal as per norms. 
 

Sl no Salary Breakup Total Monthly 

1 Basic Salary     1,20,000.00           10,000.00  

2 Dearness Allowance        36,000.00             3,000.00  

3 House Rent Allowance        60,000.00             5,000.00  

4 Special Allowance        24,000.00             2,000.00  

  Gross Salary     2,40,000.00           20,000.00  

        

1 Professional Tax          2,400.00                200.00  

2 Income tax - TDS                      -                           -    

  Total Deductions          2,400.00                200.00  

        

  Net Salary     2,37,600.00           19,800.00  

 

 
Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 
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Dear SURYA T 

Appointment letter 

Bangalore 

Further to your recent interview, conditional on and subject to no adverse findings arising 

from any of the employee background verification checks, required to be carried out by the 

Organization, I am pleased to offer you the following employment with Eduinstyn Learning Pvt Ltd, 

with a commencement date of 02/14/2022(Month/date/year). Please report to the undersigned 

on 02/14/2022(Month/date/year) will carry an annual CTC of INR 2,40,000/- at 11:00 AM at our 

office address - 675, 9th Main Rd, Sector 7, HSR Layout, Bengaluru, Karnataka based on the terms 

and conditions stated herein. This offer letter upon written acceptance by you shall be deemed as an 

Employment Agreement. 

1. BACKGROUND CHECKS AND REFERENCE CHECKS

a. During the term of your employment, you may also be subject to the same / similar / other

background verification checks being repeated at such intervals as may be determined solely by the 

Company. In the event that there are any adverse findings that arise during the course of or as a 

result of such background verification checks, you may be subject to disciplinary proceedings up to 

and including but not limited to termination of your employment. For the purpose of obtaining your 

present employer’s reference, you agree that your written acceptance will constitute your 

permission to write for reference checks. 

2. PROBATION

a. You will be on probation for a period of 15 days during which your performance shall be

reviewed by the Company. In case of unsatisfactory performance your probation may be ended or 

extended subject to additional conditions. 

b. Upon successful completion of the probation period without any extension you shall be

deemed to have been confirmed in the services of the Company as permanent Employee automatic. 

c. Upon your successful completion of probation period and becoming a regular employee, you

are required to work with us for a minimum tenure of 12 months from the date of confirmation. At 

any point in time if you wish to leave the company due to reasons of your own, you will have to pay 

a compensation amounting to 1 month’s total pay. 

d. NOTE: If you were hired as Trainee/Intern before for a period up to 3 months/6 Months.

The Probationary will be considered as void. 

3. JOB TITLE: Manger-Sales
As a term of your employment from time to time you may be required to undertake such 

other duties as they may be commensurate with the business needs of the Company. 

4. COMPENSATION

a. Your remuneration shall be as per Annexure titled “Annexure-1”.
b. Salary is subject to Income Tax and other statutory deductions and will be paid into a bank

account indicated by you. 

c. You will receive a monthly pay statement detailing gross pay and deductions. Any subsequent

changes to your salary will be highlighted in that statement. 
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d. Periodically your performance will be reviewed. If a performance award (bonus) is applicable,

it will usually be paid subject to your performance appraisal, ratings and company performance and 

other such criteria at payout intervals determined by the Company. 

e. In the event of an Income tax liability or any other tax liability or any statutory charges arising

as a result of your employment with the Company, these will be borne by yourself, and Company 

shall in no event be liable for payment of these taxes or any other charges of this nature for the 

period of your employment or after cessation of your employment with the Company. 

5. SALARY REVISIONS

a. The Company may undertake a periodic review of salaries, and will notify you of any

amendments which are to be applied. Such reviews will take due consideration of, amongst other 

things, inflationary, deflationary, market and other economic pressures impacting the company and 

the staff. 

6. DEDUCTIONS FROM PAY

a. When your employment ends, if the number of annual leaves you have taken exceeds your

entitlement, an appropriate deduction will be made from your full and final payout. 

b. Any leave balance outstanding in your name may be encashed subject to the Leave

encashment Policy applicable. 

c. If you are summarily dismissed, or you leave the Company without giving due notice under

your contract of employment, your entitlement to holiday pay ends with the date of termination. 

7. HOURS OF WORK

a. Your usual working hours shall be 8 hours excluding the breaks. However, you may be required

to put in additional hours as and when there is a business requirement. 

b. The business working days of the Company 6 Days a week. For any Shift working, the Company

shall inform you reasonably in advance. 

8. ADDITIONAL HOURS

a. Subject to your role qualifying for overtime under applicable statutory provisions if occasions

so arise when you may be required to work additional hours beyond normal hours. 

9. LEAVES

a. The Company’s holiday year runs from the first day of January to the last day of December in
the same year. 

b. In a Year, you are entitled to 15 days of earned leave, 6 days of casual leave and 6 days of sick

leave. This should be informed and approved by HR, AVP & VP/Head of the Department 15 days 

prior to the leaves. 

c. Please refer to the detailed Leave Policy upon joining.

d. No salary will be paid for periods of unauthorized absence. Unauthorized absence for a period

of more than 3 days shall result in termination of employment on grounds of abandonment of 

employment. 

e. Subject to conditions prescribed by the law, Maternity Leave for a period of 6 months shall be

available to women employees who have worked for a period of minimum of 80 days. 

10. PLACE OF WORK AND MOBILITY

a. Your usual location of work will be Bangalore. However, you may be required from time to

time to work at or from any office or location of the Company or within different companies 
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affiliated to Eduinstyn Learning Pvt Ltd. A change of your place of residence may be required from 

time to time and you may be transferred from one city to another for the business needs of the 

Company. In case of transfer, your transfer shall be subject to the Relocation Policy. 

 

11. RETIREMENT 

a. Normal retirement in the company is at age 58. Your employment will terminate automatically 

at the end of the month in which your 58th birthday occurs, unless you are otherwise advised by 

individual notice. You may also be retired earlier if found to be medically unfit or suffer any other 

incapacity that may impact on the effective performance of your services. 

 

12. RULES AND REGULATIONS 

a. Eduinstyn Learning Pvt Ltd is a business based on integrity and mutual trust. To maintain and 

safeguard the trust and confidence of customers and the public certain ethical principles and 

standards of conduct have to be maintained. 

b. In addition to any requirement under the Code of Conduct, you are also required as a 

condition of continued employment to disclose to Eduinstyn Learning Pvt Ltd immediately and 

without any delay, any instance of you being arrested or charged or convicted of any criminal 

offence(s) and / or being declared bankrupt during the course of your employment. Failure to 

disclose such information may result in disciplinary proceedings up to and including but not limited 

to termination of employment. 

c. Other specific rules and regulations will be notified by the Company from time to time. 

d. Policies, Code of Conduct, rules, and regulations may be amended from time to time. You are 

required to keep yourself updated on such changes. 

 

13. CONFIDENTIALITY 

a. As a condition of employment, you are required to sign and return the Non-Disclosure 

Agreement in Annexure that pledges confidentiality on all business matters pertaining to Eduinstyn 

Learning Pvt Ltd, its subsidiaries, the company, and its customers. A breach of confidentiality is a 

material breach and may result in disciplinary proceedings including but not limited to injunction, 

termination of employment or claims of damages. 

 

14. PROTECTION OF PERSONAL DATA 

a. Eduinstyn Learning Pvt Ltd adopts industry standard software for maintenance of employee 

and customer data and Personal data of employees and customer data. Such data may be processed 

for human resources administration purposes, including payroll administration, career development, 

performance and health and safety administration and such business and operational needs. 

b. In order to process your personal data, the Company needs your consent. A format of such 

consent is enclosed with this letter. 

c. We request you to read and confirm your consent and return the Consent to us. Access to 

information systems and your personal data will be protected in accordance with our standard 

practices. 

 

15. USE OF SOFTWARE AND SYSTEMS ACCESS 

a. You are required to follow policies, rules and procedures laid down by the Company in this 

letter and those subsequently notified by the Company. 

 

 

16. DATA PROTECTION 
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a. Under the Company’s policies, you have a responsibility to ensure that all personal data, 

confidential information you process or process, is kept protected. Unauthorized disclosure of 

personal data of anyone, yourself, your colleagues, vendors, or customers is a material breach and 

may result in disciplinary action including but not limited to termination of employment and other 

actions as may be necessary under the applicable laws governing data protection. Therefore, you 

must ensure that you do the following in addition to all other guidance regarding data protection 

you may receive from the Company from time to time: 

b. Do not disclose personal data without authority 

c. Do not access information or systems not directly relevant to each task Do not treat personal 

data carelessly 

d. Lock all printouts away when not in use 

e. Do not disclose your computer password to any unauthorized person. 

f. Under the Company’s policies, it is important that the Company’s internal, restricted, or highly 

restricted personal records are maintained as accurately as possible. Hence, you must notify the 

Company in writing of any change in your personal circumstances, such as your address, marital 

status, birth of children, attainment of professional qualifications, and so forth. 

 

17. Performance Improvement Plan 

During this period, you are required to adhere and deliver the KPI (Key performance indicators) 

which will be communicated to you as and when this is being implemented 

 

18. TERMINATION OF YOUR EMPLOYMENT BY THE COMPANY 

a. Post confirmation, you may be terminated on the grounds of misconduct, breach of 

employment terms or policies, breach of laws. 

b. In the event of misconduct, breach of policies, Code of Conduct, involvement in any criminal 

activity of sexual harassment incident or similar such reasons, the notice period of one month shall 

not apply and services may require to be terminated at shorter notice. 

c. Notice of Termination may be handed to you personally, by email or sent to your last recorded 

address. The Company reserves the right to ask that you no longer work at your office location for 

the duration of your notice period in case circumstances so require. 

 

19. TERMINATION OF EMPLOYMENT BY YOU 

a. During probation, you are required to give the company at least one calendar months’ notice 

in writing. Post confirmation, you are required to give the company a minimum of 1 months’ notice 

in writing. Where a notice period as per terms of employment is not served, pay in lieu of notice 

period would be reduced from the final settlement dues to the employee. Upon immediate 

termination of employment by you, you will have to compensate by paying an amount equal to 2 

months’ salary to the Company in lieu of the notice period. 

b. Violation during Notice Period: During notice period you are expected to adhere to all the KPIs 

and perform to the best of your abilities. In the event that the KPIs are not met, the work and 

compensation will be considered null and void during the notice period and the compensation as per 

clause 19.a will have to be paid by you. 

c. Corollary: If during the notice period, you fail to achieve the KPIs – you have an option to move 

to a “Pay per Conversion” model wherein you will be eligible to receive 30% of the revenue 

generated and received on behalf of the company. 

 

20. RETURN OF ASSETS UPON END OF YOUR ENGAGEMENT 
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a. You shall immediately return all computers, software, access cards, work deliverables, 

completed or work in progress and any other Eduinstyn Learning Pvt Ltd provided property upon 

your end of employment. You shall not make any copies of work products or software or retain any 

of Eduinstyn Learning Pvt Ltd assets in your possession after your employment with Eduinstyn 

Learning Pvt Ltd comes to an end. You understand that a breach of this obligation entitles Eduinstyn 

Learning Pvt Ltd to take civil and criminal actions as applicable for recovery of its assets. 

 

21. INTELLECTUAL PROPERTY RIGHTS IN DELIVERABLES 

a. In consideration of your employment, you agree and hereby assign all intellectual property 

rights copyrights, patents, trademarks, design rights or any other proprietary right and moral rights 

assignable to Eduinstyn Learning Pvt Ltd in all deliverables you create in the course of your 

employment including but not limited to software codes, reports, algorithms, analysis etc. 

b. You shall not retain any copies of the same in your personal computer or mail systems. 

c. You understand that intellectual property is a vital asset for Eduinstyn Learning Pvt Ltd and any 

wrongful disclosure or handling of the same shall result in irreparable loss and injury to Eduinstyn 

Learning Pvt Ltd and allow Eduinstyn Learning Pvt Ltd to prosecute a legal action, claim damages or 

injunctions. 

d. You shall not use third party’s proprietary material or their intellectual property without 

appropriate authorizations and licenses to produce your work deliverables for Eduinstyn Learning 

Pvt Ltd. 

 

22. INDEMNIFICATIONS 

a. You understand that breaching actions of yours such as breach of confidentiality, breach of 

applicable laws, breach of data protection obligations, breach of intellectual property rights may 

cause Eduinstyn Learning Pvt Ltd financial, reputational or goodwill loss, hence you shall at all times 

indemnify Eduinstyn Learning Pvt Ltd, its directors, third parties and employees from and against any 

claims, losses or damages arising from your breaches or unlawful activities. 

 

23. NON -SOLICITATION 

a. You shall not directly or indirectly induce, influence, coerce, solicit any of Eduinstyn Learning 

Pvt Ltd’s customers or employees. This restriction applies during your tenure with Eduinstyn 

Learning Pvt Ltd and for a duration of two years after termination of your engagement 

with Eduinstyn Learning Pvt Ltd, regardless of the reason for termination of your engagement 

with Eduinstyn Learning Pvt Ltd. 

 

24. AMENDMENTS 

a. The Company reserves the right to amend the terms and conditions related to employment, 

the policies, the rules, and regulations applicable to employees. Such changes would be 

communicated through internal communication to the employees at large. Such changes shall be 

deemed to be part of your employment conditions. All enclosures herewith are deemed part of your 

employment agreement with the Company. 

 

25. EXCLUSIVE JURISDICTION 

a. Your employment and conditions of employment are exclusively governed by the laws of India 

and the courts of Bangalore shall have the exclusive jurisdiction on any dispute arising on matters 

related to your employment. 

 

26. SEVERABILITY 

mailto:study@instyn.school


EduInstyn Learning Pvt Ltd 

675, 9th Main Rd, Sector 7 

HSR Layout, Bengaluru, 

Karnataka 560068 

CIN: U80902KA2022PTC156854 

PAN: AAGCE8604F 

study@instyn.school 

 

 

a. If any part of this agreement is held invalid, void, or unenforceable, the remainder of the terms 

shall continue to be fully enforceable minus the portion which is not enforceable. 

 

 

CONFIRMATION OF ACCEPTANCE 

We request you to complete and return a copy of this letter as a token of written 

acceptance of this offer. If we do not receive a written acceptance as above from you within 7 days 

of the date of this letter, we shall assume that you do not wish to take up this offer of employment 

and our offer will lapse automatically. We sincerely hope that you will accept this appointment and 

look forward to having you onboard. 

 

Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 

 

 

ANNEXURE-1 

 
THE CTC PROVIDED BY THE COMPANY WILL BE INR 2,40,000 LPA for 3 months of probation period, 

after probation period the same will be revised to INR 3,00,000 LPA for a period of 3 months 

thereafter. After completion of 6 months in our organization your CTC will be revised to INR 5,00,000 

LPA as fixed component and INR 3,00,000 LPA as the variable component 

 

Subject to deductions for Employee’s contribution to PF, Professional Tax, Income Tax and other 
statutory deductions that may be applicable. • EPFO guidelines for International Worker applicable. • 
Any other relevant Compensation & Benefits related matter shall be governed by the service rules and 

policies in force and applicable from time to time. • As per IT Act, it is mandatory for all individuals 
working in India whose receipts are subject to deduction of tax at source (the deducted) to furnish his/ 

her PAN details to the deductor (Company), failing which the deductor (Company) w.e.f. April 2010 will 

deduct Tax at Source at rates higher than normal as per norms. 
 

Sl no Salary Breakup Total Monthly 

1 Basic Salary     1,20,000.00           10,000.00  

2 Dearness Allowance        36,000.00             3,000.00  

3 House Rent Allowance        60,000.00             5,000.00  

4 Special Allowance        24,000.00             2,000.00  

  Gross Salary     2,40,000.00           20,000.00  

        

1 Professional Tax          2,400.00                200.00  

2 Income tax - TDS                      -                           -    

  Total Deductions          2,400.00                200.00  

        

  Net Salary     2,37,600.00           19,800.00  

 

 
Yours sincerely, 

Human Resource 

Eduinstyn Learning Pvt Ltd 

mailto:study@instyn.school
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• Code of Conduct

• Code of Conduct for Prohibition of Insider Trading for the Bank

Please note that you are required to keep the salary & other perquisites / benefits offered to you strictly confidential and

not share information regarding the same with anyone.

This Appointment Letter shall be effective from your actual date of joining with the Bank. You are required to

submit a signed copy of this Appointment Letter on/before the actual date of joining, failing which the

appointment stands withdrawn without any further communication.

Congratulations on your appointment and we wish you a successful career with IDFC FIRST Bank Limited.

Thank You,

For IDFC FIRST Bank Limited

Deepika Mahajan

Head Talent Acquisition & Employer Branding

LETTER OF APPOINTMENT

28-Mar-22
Ramya S  
Bangalore

RAMYA.20202MBA0414@presidencyuniversity.in 
Company ID: 194046

Dear Ramya S  

With reference to our discussion and agreement, we are pleased to extend this letter of appointment ("Appointment 

Letter") to you as "Senior Officer" within Retail Banking - Retail Liabilities at IDFC FIRST Bank Limited (the "Bank"). 

You are expected to join on or before 19/Apr/2022 ("Date of Joining"). Your Total Fixed Pay ("TFP") will be INR. 
3,75,000/- (Rs.Three Lakh Seventy Five Thousand only) per annum. The position is currently based at Bengaluru-

Pride Hulkul Lalbagh Main Rd (Sales Hub)

This appointment is subject to you being medically fit to perform your role effectively. It is also subject to verification, as 
per the norms of the Bank, of information and particulars submitted (electronically or signed) by you, including but not 
limited to Authorization / Undertaking / Declaration Form. Kindly confirm your acceptance to this Appointment Letter by 
uploading a signed and scanned copy of the letter on the authorized joining portal within 5 working days of receipt of this 
Appointment Letter, post which the Appointment Letter stands revoked, as per the discretion of the Bank, and all the 
terms and conditions hereunder shall be null and void, and neither party shall have any obligation in relation thereto. 
Your acceptance to this Appointment Letter shall also mean the acceptance to the terms and conditions mentioned 
herein

You are requested to complete the joining formalities, on the authorized online portal of the Bank and submit the 
documents as required by the Bank.

Your Compensation Details and general terms and conditions for appointment are as per the enclosed Annexure/s

Further, your appointment is subject to your abiding to, in Appointment Letter and spirit,
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•

•

• Email ID: kavanakav1998@gmail.com

Signature:

Date: Authenticated by

•

•

•

Signature:

Date: Authenticated by

Date of Joining the Bank: 19/Apr/2022

Email ID:  RAMYA.20202MBA0414@presidencyuniversity.in 

I, Ramya S, son/daughter of ___________________________________ do hereby accept the above and confirm / 
certify the following:
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Annexure 1

COMPENSATION DETAILS

Employee Name

Grade Senior Officer

Business Unit Retail Banking - Retail Liabilities

Location Bengaluru-Pride Hulkul Lalbagh Main Rd (Sales 

Hub)

Component Per Month(In INR.) Per Annum (in INR.)

Basic Salary 6,250 75,000

Flexible Benefit Plan 23,200 2,78,400

Annual Guaranteed Cash (AGC) 29,450 3,53,400

Employer PF 1,800 21,600

Total Fixed Pay (TFP) 31,250 3,75,000

* As per the EPFO notification dated February 28, 2019 and basis the new PF rules, your PF will be as mentioned herein

Notes:

• 1Flexible Benefit Plan (FBP) comprises of HRA, Meal Card, Professional Development Expenses, Communication Expenses,

LTA, Bank's Owned Car / Reimbursement & National Pension Scheme or any other plan applicable as per Bank's policy. The
employee gets to allocate the pool amount under various components as desired. Tax Benefits will be based on declaration &
as per IT law.

• In addition to TFP, Insurance premium is paid by the bank towards your life, accident & medical insurance. This
is a notional premium amount & is not paid in cash to you

• Gratuity will be applicable as per the Payment of Gratuity Act.

• The notice pay reimbursed, joining bonus, relocation expenses and any other amounts, if any, paid, at the time
of joining would be recovered in full, in case of your resignation/separation (whichever is earlier) within twelve
months from the date of joining.

• If the employee resigns within one year of joining IDFC FIRST Bank, he/she would have to pay back a
minimum amount of Rs.15,000 /- back to the company towards joining and training expenses incurred by IDFC
FIRST Bank.

Ramya S  
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Annexure 2

GENERAL TERMS AND CONDITIONS

LOCATION

Your joining location will be Bengaluru-Pride Hulkul Lalbagh Main Rd (Sales Hub). However, during your employment

you may be posted / transferred, as per the sole discretion of the Bank to any of the offices / locations/ projects/

divisions/ departments/ units/ subsidiaries/ sister concerns of the Bank, in the interest of the Bank , without any

additional remuneration, with/ without assigning any reasons.

HOURS OF WORK

Actual hours may vary and will be subject to change from time to time; depending on the nature of your work and the 

department you work in.

LEAVE ENTITLEMENT

You shall be eligible for holidays and leave as per the Bank's leave policy, as may be amended from time to time.

TOTAL FIXED PAY (TFP): 

The entitlements of your Total Fixed Pay are subject to the Bank's policy, procedure or guidelines that may be issued

from time to time. All perquisites and benefits including reimbursements are subject to applicable Income Tax and other

related/applicable laws.

PERFORMANCE BONUS/ INCENTIVE PAYMENTS/ INDICATIVE TARGET BONUS

The Bank may, in its absolute discretion, pay you a bonus/ incentive of such amount, at such intervals and subject to

such conditions as determined from time to time, in accordance with the Bank's Policy.

STATUTORY PAYMENTS / DEDUCTIONS

All statutory payments / deductions will be as per the applicable law and maybe changed from time to time based on

changes in the law of the land.

DEDUCTIONS FROM TOTAL FIXED PAY/ANNUAL GROSS REMUNERATION PACKAGE

You agree that, at any time during your employment, or after the effective date of employment, the Bank may deduct,

from your Total Fixed Pay /Annual Gross Remuneration Package/ Bank Account any overpayment made or amounts

owed by you, this includes, but is not limited to, any excess (leave), outstanding loans, advances, relocation expenses,

joining bonus, and the cost of repairing any damage or loss to Bank's property or equipment caused by you. You agree

that, at any time during your employment, or after the effective date of employment, the Bank may recover any shortfall

/loss on account of any negligence or any act of commission by you, while executing your responsibilities.

TAX

You will be fully liable for the payment of Income Tax (or any other applicable taxes) on your total remuneration including

bonuses/ variable pay to the Income Tax authorities including other applicable statutory dues/taxes and this will be your

personal responsibility. The Bank shall deduct any statutory dues/taxes from amounts paid to you, as per applicable

laws.
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MEDICAL FITNESS & VERIFICATION OF PARTICULARS

Your appointment is subject to you being medically fit and continuing to remain fit thereafter. In case you subsequently

develop a critical/chronic illness which restricts you from performing your official duties or in any way put your other

colleagues at risk, you are required to inform Human Resource Department of the Bank (HR) about the same. Your

employment is also subject to your clearing the Personal and Professional Background Verification as per the norms of

the Bank, including your antecedents and document submitted. In case particulars mentioned in your application /

Curriculum Vitae / Resume/ pre employment declaration or any such document are found false or unsatisfactory, your

employment would be liable for termination at the Bank's discretion at any time without any notice or any compensation

in lieu thereof.

RETIREMENT

Normal Retirement Age: You will automatically retire from the employment of the Bank, as the case may be, on attaining

the retirement age of 58 years or as decided by the Bank and unless concluded earlier as per the discretion of the Bank

. By virtue of this clause, you shall not claim a right of employment with the Bank, as your employment is subject to the

terms and conditions laid down by the Bank, as amended from time to time.

COMPLIANCE

In your role at the Bank, it is expected that you will abide and ensure all aspects of compliances, in letter and spirit, 

staying true to the law of the land. You are aware that there are laws against trading securities using material non public

information and you agree to comply with such laws. During the continuance of your employment with the Bank, you are 

expected to comply with the Bank's policies, practices and procedure.

NOTICE PERIOD

Either party may terminate this employment by giving three (3) months' notice ("Notice Period") in writing or payment of

three (3) months Total Fixed Pay (excluding retirals and other non-cash benefits) in lieu of the Notice Period or

proportionate payment thereof in lieu of any shortfall in the Notice Period, acceptance or waiver, which will be at the sole

discretion of the Bank. The Bank reserves the right, in its sole discretion, to waive all or part of this three (3) months'

Notice Period and terminate the employee's employment or relieve the employee from the employment prior to the

conclusion of Notice Period, and in such cases, the employee is liable to make payment of Total Fixed Pay for the

waived off/unserved Notice Period as decided by the Bank. Notwithstanding anything foregoing, in case of waiver of the

Notice Period as per the discretion of the Bank, the Bank shall not be liable to make any payment of salary (in

accordance with the definition of Total Fixed Pay) to the employee in lieu of the waived off Notice Period. To the extent

the Bank does not waive all or part of the Notice Period, the employee shall remain employed throughout the Notice

Period (or portion thereof), or payment in lieu of any unserved Notice Period will be recovered from the employee and

might attract applicable taxes. All applicable taxes once deducted will not be reversed under any circumstances. In case

the last date as per the Notice Period of three (3) months falls on a weekly off or a holiday, the previous working day will

be considered as the Last Working Day ("LWD"), further the same date would be considered for the purpose of

calculation of notice period recovery/payment if necessary.

TERMINATION OF EMPLOYMENT 

• If you absent yourself without authorized leave for continuous five (5) days, or as per norms of the Bank which

may change from time to time, or remain absent beyond the period of leave originally granted or subsequently
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extended by five (5) days, you shall be considered as willfully absconding from your employment and

disciplinary action can be initiated against you at the discretion of the Bank , including termination of your

employment or considering it as voluntarily abandonment of employment by you and concluding your

employment thereof. In case your employment is terminated or concluded under this clause, the Bank shall be

entitled to recover from you such amounts as specified in above Clause (Notice Period) in lieu of the Notice

Period. In addition to the above, the Bank may also claim damages and other reliefs to which it is entitled under

contract, law or equity.

• The Bank reserves the right to terminate your employment/ Appointment Letter if your performance is

determined to be unsatisfactory (as per the Bank's standards), by giving you a three months (3) prior written

notice. In such event, you shall be paid applicable Total Fixed Pay less retirals to which you are entitled as per

this Appointment Letter up to the effective date of termination.

• Your services are liable to be terminated without any notice or payment in lieu thereof for misconduct, without

being exhaustive and without prejudice to the general meaning of the term "misconduct" in the case of

reasonable suspicion of misconduct, fraud, disloyalty, sexual harassment or any such act of breach of yours

that brings disrepute to the Bank, commission of an act involving moral turpitude, any act of indiscipline or

inefficiency, any act of bankruptcy or make any composition or arrangement with your creditors or non-

compliance of any law on your part..

• In the event your employment is terminated by reason of an eventuality caused by (your) death, your

beneficiaries will receive further compensation as deemed fit by the Bank which shall be paid to your

designated beneficiary/nominee provided. However; in cases, where the nominee details are not provided, the

spouse of the employee is considered as the sole nominee for married employees, and parents, as the sole

nominee for unmarried employees. Any further settlement from the Bank would be drawn in the nominee's

name.

• The Bank has the right to terminate your employment for any reasons other than mentioned in the General

Terms and Conditions by giving notice of three (3) months in writing or payment of (3) three months Total Fixed

Pay (excluding retirals and other non-cash benefits) in lieu of Three (3) months' notice.

• You will be covered by the employment rules and regulations including conduct, discipline and administrative

orders and any such other rules or orders of the Bank that may come in force from time to time. The Bank shall

have absolute discretion to reject or refuse to accept your resignation in case of staff accountability or

disciplinary action proceedings are contemplated or pending against you.

NON CONFLICT OF INTEREST AND NO EXTERNAL EMPLOYMENT

You will not, during your employment with the Bank, except with the specific approval of the Bank, undertake other full 

time or part time work for remuneration or work that adversely affect your professional image and integrity as an 

employee of the Bank. 

RECEIPT OF PAYMENTS AND BENEFITS FROM THIRD PARTIES

Subject to the Bank regulations issued and amended from time to time, neither you nor any member of your family, nor 

any company or business entity in which you or they have an interest, are entitled to receive or obtain directly or 

indirectly any payment, discount, rebate, commission or other benefit from third parties in respect of any business 

transacted (whether or not) by you or on behalf of the Bank. If you or, any member of your family or any company or 

business entity in which you or they have an interest, directly or indirectly obtain any such payment, discount, rebate, 
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commission or other benefit you will forthwith account to the Bank for the amount received or the value of the benefit so 

obtained.

INFORMATION, ASSETS AND SYSTEMS

• When you join the Bank, you may have access to phones, e mail, internet and other equipment and systems.

These form part of our IT and communication systems and you will be required to use them in accordance with

the Bank policies relating to them. You should refer to the Code of Conduct for further information on these

policies. You will be responsible for the safe keeping and return in good condition and order of all the properties

of the Bank, which may be in your use, custody, care or charge. For the loss of any property of the Bank in your

possession, the Bank will have a right to assess on its own basis and recover the damages of all such materials

from you and to take such other action as it deems proper in the event of your failure to account for such

material or property to its satisfaction

• Information Security Compliance: All employees are expected to be aware of their responsibility relating to

protection of Information Assets of IDFC FIRST Bank. Accordingly, you are required to familiarise yourself with

the Information Security Policies and Procedures at IDFC FIRST Bank and abide by it in spirit and practice.

CODE OF CONDUCT AND EXPECTED EMPLOYEE CONDUCT

You are bound by the Bank's Code of Conduct and the bank may implement disciplinary procedure if you fail to comply 

with the Code of Conduct and in certain circumstances, this could amount to gross misconduct leading to dismissal. You

are expected to work, while in the employment with the Bank, punctually and diligently employing your best efforts with 

honesty and integrity to protect the interest of the Bank and observing at all times the Bank's terms and conditions of 

employment and the applicable guidelines and regulations.

You are expected to be well groomed and formally dressed at work. 

PROFESSIONAL ETHICS & CONFIDENTIALITY:

• You acknowledge that the business of the Bank is highly competitive and that any information concerning the

Bank's business (including but not limited to strategies, methods, books, records and documents, technical

information concerning its products, equipment, services and processes, customer lists, procurement

procedures, pricing techniques and credit and financial data concerning Bank's customers and business

affiliates) all comprise confidential business information and trade secrets, vital to the business of the Bank.

• Unauthorized disclosure and use of confidential information constitutes a serious misconduct & the Bank shall

be entitled to take appropriate disciplinary and other actions against you including termination of your

employment. The disclosure and use of confidential information of the Bank after the termination of your

relationship with the Bank shall entitle the Bank to initiate appropriate legal proceedings, including but not

limited to seeking an "order of injunction". Where disclosure of confidential information is made by you in

observance of order of a competent court or may be required to made under any applicable law you shall

inform the Bank either before or immediately thereafter the nature and extent of disclosures made and the

circumstances under which those disclosures were required to be made by you.

• You hereby agree that you will not, at any time during or after your employment with the Bank, make any

unauthorized disclosure of any confidential business information or trade secrets of the Bank, or make any use

thereof, except for the benefit of and on behalf of, the Bank. Any disclosure which has not been expressly
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authorized by the Bank shall be called unauthorized disclosure'.

• During the period of your association with the Bank you will safeguard all matters, documents, manuals etc.

relating to the Bank's operations and you will not be permitted to undertake any other business, work of public

office, honorary or remunerative, except with the written permission of the Bank in each case.

DATA PROTECTION

• The Bank may be required to process, transfer and store your personal and sensitive data in any of the other

locations used by the Bank/any of the locations as specified by the Bank.

• By signing this contract, you acknowledge and agree that the Bank is permitted to hold personal information

about you as part of our personnel and other business records and that the Bank may use such information in

the course of its business.

• You agree that the Bank may disclose such information to third parties in the event that such disclosure is, in

our view, required for the proper conduct of our business or that of any associated company. This clause

applies to information held, used or disclosed in any medium.

INTELLECTUAL PROPERTY:

• For the purposes of this clause, Intellectual property means intellectual property of all kinds including, in

particular, patents, inventions, trademarks (and associated goodwill), designs, design right, copyright (including

copyright in computer software), confidential information and know how, database rights, applications for any of

the foregoing, and all other intellectual and industrial property and rights of a similar or corresponding nature in

any part of the world.

• If you (whether alone or with others) shall, during your employment with the Bank, make or create an idea,

method, invention, discovery, design or develop any and all other work either in the course of providing your

services or relating to or capable of being used in those aspects of the businesses of the Bank

(hereinafter called "Works") you shall promptly disclose full details thereof to the Bank and irrespective of

disclosure or non-disclosure by you, all Works, shall belong exclusively to the Bank and you hereby irrevocably

assign the ownership, right, title, interest, ownership of copyrights of such Works and those of any other

derivative works, to the Bank. You will promptly provide to the Bank a complete written disclosure for each such

Works identifying the features or concepts you or the Bank believe to be new or different. You grant to the Bank

an irrevocable, nonexclusive, worldwide, perpetual, paid-up license under these Works (whether now existing or

brought into being in the future).

• The license scope is to make, have made, use, have used, sell, license or transfer items of such Works and to

practice and have practiced methods pertaining to such Works. You are specifically made aware that you will

not be liable to any compensation for such acts of yours, and that any rewards which the Bank may choose to

bestow will not be deemed to confer any rights towards that invention, discovery or improvement in system or

method, for you. You shall promptly upon intimation by the Bank, sign and execute such document, papers,

declarations including deed of assignment as may be required by the Bank from time to time.

• You shall not (except as provided in this Appointment Letter or as may be necessary in the course of your duties

for the Bank) disclose or make use of any Works without the Bank's prior written consent.

INDEMNITY

You shall indemnify the Bank against any loss, damage, proceeding which the Bank might suffer due to any wrongful 
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acts, mala fide acts, negligence and /or gross dereliction of duties on your part. Such indemnity shall not prejudice the 

right of the Bank to terminate your employment on such count or the right of the Bank to seek other remedies which the 

Bank may have to make good the loss or damage. 

FORCE MAJEURE

Notwithstanding anything contained herein, if the regular operations of the Bank are suspended, in full or part , resulting

from unforeseen circumstance or general economic conditions or regulatory, governmental or legal restriction /actions ,

or other general market effects or Acts of God or other cause of similar or different nature including war, outbreak of

epidemic or pandemic beyond the control of the Bank, the Bank may suspend the performance of services by you and

the payment of compensation herewith, during the continuation of such suspension of operations. In addition to the

foregoing the Bank may, by written notice, terminate this Appointment Letter forthwith or change the terms and

conditions of this agreement with no further liability whatsoever.

NON-SOLICITATION AND RESTRICTIVE COVENANT

• You are committed not to hire anyone or engage in any sort of discussion with an employee of IDFC FIRST

Bank or any of its subsidiaries for at least one year from your last working date in IDFC FIRST Bank. This is

applicable even during your period of employment whether approached by the employee or officers of IDFC

FIRST Bank, or by you or by any other intermediary or by any other means whatsoever. This Covenant further

specifically requires that employees or officers of IDFC FIRST Bank or any of its subsidiaries should not be

solicited or encouraged to leave IDFC FIRST Bank or any of its subsidiaries to join the organization which you

may join in any capacity or any of its subsidiaries, joint ventures, affiliates or associates, for a period of one

year from the date of separation from the Bank.

• You agree that during your period of employment with the Bank and for a period of one year from termination or

expiration of your employment with the Bank, you shall not solicit or entice, by any means whatsoever any

client of the Bank. Your agreement "not to solicit" means that you will not, initiate any contact or communication

of any kind whatsoever, for the purposes of inviting, encouraging or requesting any deal/ mandate/ account/

person.to transfer from the Bank to you or to your new employer or to any other person or entity; or to enter into

a new deal/ mandate with you or your new employer or with any other person or entity; or to otherwise

discontinue its patronage and business relationship with the Bank.

• You agree that for a period of six (6) months from termination or expiration of your employment with the Bank,

you shall not work at the capacity of Executive or Non Executive member of the board or any management

position of any supplier, vendor or partner of the Bank.

REVOKING THE APPOINTMENT 

• The Bank reserves the right to revoke the Appointment Letter without any liability of any kind thereof even after

acceptance of this appointment for just cause in the sole opinion of the Bank including but not limited to any

non-compliance of any law on your part or any act or deed on your part, as per the sole opinion of the Bank,

damages the reputation and brand image of the Bank in any manner.

• In the event of a criminal case being filed against you in your personal capacity, the Bank may, at its discretion,

ask you to proceed on leave or suspend your employment till the issue is sorted out and you are acquitted.

During this period, you will be paid as per applicable laws. If convicted, your employment will stand withdrawn.

You may also be placed under suspension pending enquiry into the charges of misconduct or otherwise.
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OTHER TERMS AND CONDITIONS:

• Your date of birth mentioned as per PAN card and any other acceptable statutory document submitted by you

will be deemed to be the conclusive proof of your date of birth.

• As a potential employee and subject to terms and conditions of the appointment, we assume that the

submission of documents and details furnished as part of the documentation procedure which includes

furnishing your personal, academic and professional details are authentic and self-attested duly The Bank will

include these details as a part of your employment information/records as deemed confirmed by you with

respect to accuracy and update of the information.

• As an employee you are responsible to provide correct email ID and phone number and all

communication/information exchange will happen on the same. The email ID and phone number as provided by

you will stand valid for all communication from IDFC FIRST Bank Limited. In case of change in communication

information, you are liable to update the same with the Bank within Seven (7) days of such change. Failing

which, any communication sent on your last recorded address shall be deemed to have been served on you.

The email ID provided by you, until updated with the Bank, shall be considered as one of your unique

identification ID.

• During your employment, you will be subject to the service/employment rules, regulations and policy of the

Bank applicable from time to time.

• The terms and conditions contained herein shall be read along with the instructions, guidelines, policies, etc.

and amendments thereof as presently applicable to you and as may be amended from time to time and as may

be made applicable to you by the Bank subsequently during the course of your employment.

• Any other terms, conditions, stipulations not specifically mentioned herein shall be governed by the Terms and

Conditions of Employment, HR Manual and other policies and procedures of the Bank as presently applicable

and as may be introduced or amended from time to time.

• You shall not during the course of your employment engage, participate, whether directly or indirectly in any

business competitive to the business of the Bank.

• You shall not do anything or cause to do anything, which shall bring dishonor and/or disrepute to the Bank or

engage in unlawful/immoral activities.

• If at any time you are involved in any legal / administrative / quasi- judicial proceeding(s) you shall immediately

inform the Bank the details thereof.

• You shall not at any time use your association with the Bank to gain unfair advantage for personal purposes.

• You shall follow all directions, instructions, guidelines and policies of the Bank issued from time to time in

discharge of your duties.

• In addition to the terms and conditions mentioned herein, you hereby agree that you have read and understood

and shall be abided by the 'Terms and Conditions of Employment 'as available on the intranet portal and your

joining portal and as may be amended from time to time by the Bank at its sole discretion.

WARRANTY

You represent and warrant that you are not subject to any agreement, arrangement, contract, understanding, court order

or otherwise, which in any way directly or indirectly restricts or prohibits you from fully performing the duties of your

employment, or any of them, in accordance with the terms and conditions of this letter.

CHANGE IN TERMS AND CONDITONS 



IDFC FIRST Bank Limited (formerly IDFC Bank Limited)
Naman Chambers, C 32, G Block, Bandra Kurla Complex, Bandra (E), Mumbai 400051 Tel: +91 22 7132 5500 Fax: +91 22 2654 0354

Registered Office: KRM Towers, 7th Floor, No. 1, Harrington Road, Chetpet, Chennai 600031. Tel: +91 44 4564 4000 Fax: +91 44 4564 4022

      CIN: L65110TN2014PLC097792 bank.info@idfcbank.com www.idfcfirstbank.com Page 11 of 13

• The terms and conditions of the Appointment Letter are subject to revision and change by the Bank, without

notice. The revised terms and conditions shall be applicable and abided by all the employees, effective from the

date of revision or change.

• The present designation and terms of services including your emoluments are subject to change depending

upon work assignment from time to time

DURATION/VALIDITY OF THE APPOINTMENT LETTER: 

• If this Appointment Letter is not accepted by applicant within Five (5) days of receiving the letter, it shall stand

revoked, at the discretion of the Bank, and all terms and conditions considered null and void, and neither party

shall have any obligation in relation thereto.

• It may be noted that this Appointment Letter is to be considered final for all purposes, and supersedes all prior/

contemporaneous letters, discussion, negotiations, commitments, agreements and writings with respect to the

subject matter hereof.

• If any provision of this Appointment Letter is found to be illegal, invalid or unenforceable by the Bank, then such

provision shall be severed from this Appointment Letter and the remaining provisions of shall continue in full

force and effect and operate as if the severed portion had not been included.

GOVERNING LAW

The interpretation and enforcement of this contract shall be governed by and construed in all respects in accordance

with the law of India and the parties submit to the non exclusive jurisdiction of the Mumbai courts.

Accepted & Agreed:

Signature:

Date:
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OUR EMPLOYEE VALUE PROPOSITION

Congratulations! We are delighted to welcome you to the IDFC FIRST Bank family. 

At the IDFC FIRST Bank we aim at giving each employee an opportunity to succeed. You are an integral part of our 

growth story and our success stories are now intertwined.

There's a lot to learn with us, not only the work but also about our culture and values. Our employee value proposition 

below portrays the value and experience you will gain by working at our bank. 

Be part of a winning team.

Drive change with cutting edge technology.

Join a work force that is high on integrity.

Be where growth is not just a number.

Make a social impact, make a difference to the society.

Be dynamic, agile, responsive, bold, disruptive.

We invite you to contribute to building the world's best bank right here in India!

We are excited about you joining the bank and wish you great success in your new role.

Warm Regards

Deepika Mahajan

Head Talent Acquisition and Employer Branding

Human Resource Department.

IDFC FIRST BANK LTD.

Name: Ramya S         

Date: 28-Mar-2022 

Company ID: 194046
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Annexure 3

PRE JOINING DOCUMENT CHECKLIST

(TO BE UPLOADED ON THE IDFC FIRST BANK HR SYSTEM)

S.No Document Name Acceptable Proof

1 Permanent Address Proof Passport/Driving License/Voters Id Card

2 Current Address Proof (if 

different from permanent 

address)

Passbook/Rent Agreement

3 Cancelled Cheque for 

Alternate Bank Account

If cheque book is not available, copy of the passbook with account number and address can 

be submitted

4 Employment Documents 

(Only for experienced 

candidates)

Relieving Letter/ Experience letter required for all the employments mentioned on the 

resume.

Kindly note that, relieving letter for the last employment is required to be submitted within 45 

days of joining.

5 Education Documents Mark sheets and certificates for all relevant qualifications, as mentioned on the resume 

6 Resignation proof for last 

employment (Only for 

experienced candidates)

Scanned copy of resignation proof/Resignation Email/ System Screenshot of resignation 

submission

7 Photo High resolution clear passport size photograph with white background is required. This will be

printed on your ID card

8 Driving License (Only for ca Driving License copy can be uploaded

9 Insurance Book (Only for ca Copy of the insurance book can be uploaded

10 RC Book (Only for candidat RC Book copy can be uploaded. In case, you do not own a vehicle, an authority letter is to be

Navigation: Me > Onboarding

11 Accepted Copy of the Appointment Letter with signature of the applicant and acceptance date 



Acknowledged and accepted 

Page 1 of 2 

_______________________ 
Employee’s Signature 

Date: 
Registered Office : FedEx Express Transportation and Supply Chain Services (India) Pvt Ltd. 

   Boomerang, Unit No. 801, Wings A & B1, 8th Floor, Chandivali Farm Road, 

  Andheri East, Mumbai -400 072 CIN: U60231MH2010FTC211583

FedEx Express       Boomerang, Unit No. 801,       Telephone +91 22 6189 7777 

  Transportation & Supply       8th Floor, Wings A & B1       Tollfree 1800 209 6161 

  Chain Services (India) Pvt.    Chandivali Farm Road       fedex .com/in 

  Ltd.       Andheri East, Mumbai, 400 072 

RC No: RC482989

OFFER LETTER 

April 11, 2022 

To,  
Teja Reddy M S 
No.46, Karunalyam, Balaji 
Layout, Madapanahalli, 
Yelahanka, Karnataka, 
560064  

Dear Teja,

With reference to your application and the subsequent interviews you had with us, we are pleased 
to offer you the position of Account Executive-Associate with FedEx Express Transportation and 
Supply Chain Services (India) Pvt. Ltd. (“Company”) at Hyderabad reporting to Manager District 
Sales. 

We are pleased to offer you the following: 

Job Title :      Account Executive-Associate 
Grade  :      S0 
Total Compensation per annum :      525,000/- (paid in Indian Rupees) 

The detailed break-up of your compensation are enclosed. 

You will be based at Hyderabad. 

We look forward to having you on board by May 02, 2022. 

At the time of joining, please submit the following documents. 

1. Photocopy of educational certificates i.e. 10th, 12th and Graduation.

2. Relieving letter from previous employer and copy of last pay slip, if applicable.

3. Appointment letter of previous employment.

4. Address proof and photo id proof.

5. Documentary evidence of Date of Birth

6. PAN



Acknowledged and accepted 
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_______________________ 

Employee’s Signature 
 Registered Office : FedEx Express Transportation and Supply Chain Services (India) Pvt Ltd. 

 Boomerang, Unit No. 801, Wings A & B1, 8th Floor, Chandivali Farm Road, 

 Andheri East, Mumbai -400 072 CIN: U60231MH2010FTC211583    

FedEx Express    Boomerang, Unit No. 801        Telephone +91 22 61897777  

Transportation & Supply      8th Floor, Wings A & B1       Toll Free 1800 209 6161 

Chain Services (India) Pvt.     Chandivali Farm Road       fedex.com/in 

Ltd.    Andheri East, Mumbai, 400 072 

Please note that this offer is subject to the results of the pre-employment medical and background 
checks being found satisfactory.  A detailed employment offer will be issued to you upon joining. 

We are an equal opportunity employer and advancement of employees of the Company is a 
function of their abilities and performance. We place a lot of emphasis on ethical business conduct 
and believe that development of employees is a shared responsibility. We provide the means for 
employees to enhance their capabilities and knowledge and employees are expected to optimally 
utilize these opportunities. 

If this offer is acceptable to you, kindly sign and return the duplicate of this letter in token of your 
acceptance of this offer.  

Yours Faithfully, I accept and will join by 
May 02, 2022 

For FedEx Express TSCS (I) Pvt. Ltd. 

…………………………….. 
Barnali Bhattacharjee  
Manager Human Resources Services Name: 

Place: 
Date: 

Annexure 

This annexure to the offer letter provides the breakup of your Total Salary 

Detailed Break-up of Salary: Teja Reddy M S   

Your Total Gross Salary Components are as follows: 

 Salary 
Monthly  

Computation 
Annual  

Computation 

Basic Salary 21,875 2,62,500 

Flexible Allowance 19,250 2,31,000 

Employer’s Contribution to PF 2,625 31,500 

 TOTAL Salary 43,750 525,000 

In addition to the above, the Company shall contribute the applicable statutory insurance premium 
under The Employee’s State Insurance Act 1948 for eligible employees.  



Fw: Fedrecruit - Offer Letter
Mr. V S Prasanna Venkatesan - GM - Career Services & Industry Connect
<prasannavenkatesan@presidencyuniversity.in>
Mon 6/13/2022 12:54 PM
To: Vijay Kumar S L-Placement Officer <vijaykumarsl@presidencyuniversity.in>
Cc: Dr. B V Prabhu-Asso.Director-Career Services and Industry Connect <bvprabhu@presidencyuniversity.in>

2 attachments (10 KB)
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Dear Vijay

PFI,..the trail mail from FedBank.
For total CTC you need to add Monthly Salary X 12 months, and Other allowances, with Annual CTC.

Regards

Prof. V.S PRASANNA VENKATESAN, MBA, MLISc, BGL
General Manager - Career Services & Industry Connect (CS & IC)
PRESIDENCY UNIVERSITY (School of Management & Law)
Ithgalpura, Rajanukunte, Yelahanka,Bangalore 560064.
Email : prasannavenkatesan@presidencyuniversity.in ,(Mobile) 80956 66299 
www.presidencyuniversity.in

University of the Year in Placement Excellence - South by Assocham
University of the Year in Innova�ve Academic Curriculum – South by Assocham

PU School of Management ranked 31st amongst top 100 B-Schools in the Country – Times B School
Survey 2021

PU School of Management ranked 2nd top Private University in Karnataka – Times B School Survey 2021

From: Ishika Jethwa <ishikajethwa04@gmail.com> 
Sent: Monday, June 13, 2022 12:45 PM 
To: Mr. V S Prasanna Venkatesan - GM - Career Services & Industry Connect
<prasannavenkatesan@presidencyuniversity.in> 
Subject: Fwd: Fedrecruit - Offer Le�er
 
PFA

---------- Forwarded message --------- 
From: <postings@federalbank.co.in> 
Date: Wed, Apr 6, 2022, 11:24 
Subject: Fedrecruit - Offer Letter 
To: <ishikajethwa04@gmail.com> 
Cc: <recruitment@federalbank.co.in> 

mailto:postings@federalbank.co.in
mailto:ishikajethwa04@gmail.com
mailto:recruitment@federalbank.co.in


HR TAD/B/PR-40126/OFP-12/2022-23 05 April 2022

Hearty Welcome!                 
 

Dear  Ishika Jethwa  ,

It gives us immense pleasure to formally welcome you to be a part of this great institution, which
has grown tremendously over the years and looking forward to conquer new heights in the years to
come. We are sure that you would definitely want to  build an enduring  relationship  with this
institution,  which  will  in turn offer you exciting and  challenging  career  opportunities  to  grow
and develop yourself.  

We  have  made  necessary  arrangements for  your  smooth  induction  into  our  system. In case you
need any clarifications or support from our end, please feel free to contact us at
postings@federalbank.co.in. 

The details of the offer of appointment made to you are annexed to this letter.

Wishing you all success,

Yours Sincerely,

 

John P J
Vice President (HR)

To
 Ms.  Ishika Jethwa  
 365, Pushpa Bhavan

mailto:postings@federalbank.co.in


 By Pass Road
 Near NPA
 Koderma, Jharkhand-825409

 

 



 
Offer of appointment to  Ms.  Ishika Jethwa   as  Probationary Officer in Scale I

You have been selected for appointment in the Bank as   Probationary Officer in Junior
Management Grade in Scale I on the basis of your performance in the Campus selection process.

Place of Posting/ Date of Joining
Your initial place of posting will be at Branch/Office:  Mumbai / Andheri East situated at  Ground
Floor, Mariam Apartment, Opp.Gurudwara, Mahakali Caves Road, Andheri East, Mumbai-400093.
You will have to join Branch/Office:  Mumbai / Andheri East on  04/05/2022 after completion of the
online orientation programme. The appointment will be effective from the date of joining the
Branch/Office.

Pre Induction e-Learning & Orientation programme
As part of continuous learning approach, Bank will be conducting a pre-induction self-learning
programme which will help you to understand basic banking functions and concepts. Completing
this e-learning programme is a pre-requisite for joining the Induction/Orientation programme,
details of which will be intimated to you in due course by Federal Knowledge & Development
Centre (FKDC).
 
Subsequent to this, you will have to enroll for a three day online Induction/Orientation programme
conducted by Federal Knowledge & Development Centre (FKDC) starting from   27/04/2022 to
 29/04/2022. The Orientation programme will be an instructor-led live online training programme,
with sessions scheduled between 9.30 am and 6 pm on all the 3 days. You should be ready with a
personal desktop computer/laptop/tablet with high speed data connectivity to attend the same.
Further details will be intimated to you in due course by Federal Knowledge & Development Centre
(FKDC). Successful completion of the online Induction/Orientation programme, by way of
attendance in all sessions, satisfactory level of engagement/performance, is a pre-requisite for
joining the Bank.

Remuneration
You will be on a pay scale of 36000-1490 /7-46430-1740 /2-49910-1990 /7-63840 as applicable to
Officers in Scale I of the Bank. The total monthly emoluments eligible to be received by an Officer in
Scale I with Basic Pay 36000/- at Aluva   would be as follows:

Particulars Amount (Rs.)
Basic Pay 36000.00
Special Allowance 5904.00
Dearness Allowance 14013.57
HRA (Leased Accommodation) 13500.00
Learning Allowance 600.00
City Compensatory Allowance/Location Allowance 1400.00
Total 71417.57



Amount of leased accommodation will vary according to the place of posting. Those who are
not availing the leased accommodation/quarters facility are eligible for HRA at the rate of 7%
to 9% of Basic Pay depending upon the place of posting.
City Compensatory Allowance (CCA)/Location allowance would be payable at specified
centres and would change depending upon the place of posting. Detailed monthly
emoluments /allowances is annexed.

During the period of probation/on confirmation in service, you will also be eligible for  the  facility
of fixed conveyance    allowance or    cost of fuel on declaration, reimbursement    of
hospitalisation    expenses, medical aid,  reimbursement  of  entertainment expenses,
reimbursement  of  cost  of cleansing materials, closing allowance, Digital Promotion allowance,
reimbursement of cost of brief case / office bag (on confirmation), reimbursement of cost of
newspapers (after completion of one year of probation), reimbursement of cost of visiting cards (on
confirmation), club allowance (on confirmation), reimbursement of mobile phone bills (after
completion of one year of probation), leave travel concession, transfer compensation, privilege
leave, sick leave, casual leave, sabbatical leave etc.,  subject to the rules in force and as amended,
altered or added from time to time.  On confirmation and on completion of stipulated period of
service, you would also be eligible for various staff loans prevailing in the Bank, including housing
loan, vehicle loan, Interest free furniture loan, computer loan, overdraft, demand loan, Interest free
festival advance, etc., subject to the rules in force and as amended, altered or added from time to
time.

Learning Plan for Probationers

During the probation period, you will be enrolled  for an  Internal Certification program consisting
of  E-learning  modules,  Webinar training and Periodic Assessment Tests (PATs).  The  detailed
learning schedule, passing scores, and associated timelines will be intimated in due course by HR-
Talent Development & Training Division. Your confirmation in the service of the Bank will be subject
to timely and successful completion of the Internal Certification program, besides your performance
ratings.  Delays/failure to complete the learning schedule within specified timelines, will result in
your probation getting extended.  Probationers who complete the Internal Certification program
within timelines, secure high performance ratings,  and  those who  are able to  secure
approved external certifications during the probation period, as specified by the Bank/RBI, will be
confirmed in the services of the Bank ahead of the normal probation period.

Probation/ Confirmation

Your appointment will be on probation for a period of  two years. The period of probation will be
counted for calculating the period of permanent service and for the purpose of granting
increments. The period of probation is liable to be extended, if the Officer has not satisfactorily
completed the initial period of probation. 

During the period of probation, if your work, health, conduct or efficiency is found not satisfactory,
your service is liable to be terminated at any time giving you one month notice or by paying one
months pay and allowances in lieu of notice. During the period of probation, you are not expected
to involve directly or indirectly in the activities of any trade union of Officer/non- Officer Staff of the
Bank or of any other Bank or of other organization.



Joining formalities

At the time of joining the Branch/Office, you will have to submit the following papers/ certificates/
documents:

 
a. Originals of SSC/SSLC/Matriculation Book/Certificate, final certificates of Graduation, final

certificate and semesters / yearly marklists of Post Graduation (Qualifying Examination).The
candidate should also submit the document substantiating the conversion of credit based
(CGPA) system into equivalent percentage for their Post Graduate and Graduate course (if
applicable) at the time of joining the Bank. These certificates (Secondary Marklist, Secondary
Passing Certificate, Graduation and Post Graduation Certificate) will be kept under the custody
of the Bank and will be released to the candidate on completion of 2 years of service in the
Bank.  
 

b. Originals of all the documents, certificates and marklists of all semester examinations/ yearly
examinations evidencing date of birth (Secondary Certificate) and academic/ professional
qualification should be uploaded in the Fed Recruit mobile application. In case the result of
any of the previous semesters/years or final semester/year examination is not published at the
time of joining the Bank, a certificate to the effect that you had completed the course study
and attended all the semester examinations is to be produced from the College/University at
the time of joining the Bank (also should be uploaded in Fed Recruit mobile application).  
 

c. Statement about your medical history and a certificate of fitness for employment in the Bank,
from a Doctor not below the rank of Civil Surgeon/ Chief Medical Officer of a Government
Hospital, in the Bank's format (Click here to download the format:https://bit.ly/3dUGJd6).
Medical certificate from Private Hospitals will not be accepted. You are required to produce all
the medical reports, lab reports, ECG etc along with medical fitness certificate.  
 

d. Satisfactory discharge certificate and experience certificate from the previous employer/s, if
any.  
 

e. A certificate about your character/conduct recently issued (within 6 months) by the Principal
of the College/Institute last attended by you. Alternatively, two character certificates recently
issued by Gazetted Officers/ respected persons.  
 

f. A declaration of fidelity & secrecy, a declaration of place of domicile and a statement of
assets and liabilities, as per the format (Click here to download the format
https://bit.ly/2C2Tzsx) .Hard copy of the documents should be submitted on the joining day.  
 

g. One copy of your latest passport size photograph.  
 

h. Self attested copies of any two of (i) PAN Card (ii) Voters ID (iii) Aadhar Card (iv) Passport and
(v) Driving License(Originals needs to be produced for verification).  
 

i. Certificate of completion of pre-induction training programme.  
 

j. As part of on-boarding process, you should submit all the necessary documents through Fed
Recruit mobile application as and when you are instructed to do so.  

https://ind01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fbit.ly%2F3dUGJd6&data=05%7C01%7Cvijaykumarsl%40presidencyuniversity.in%7C17aa64b150df48059d7408da4d0db8a0%7Cbf93bb5eecf04e3dbe0e79b5cc527a48%7C0%7C0%7C637907018572162033%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=Tt1zm0mLeyMVmgBxGd%2BnB%2FX2%2Fwv4Op71LZSu0A%2F%2BYkY%3D&reserved=0
https://ind01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fbit.ly%2F2C2Tzsx&data=05%7C01%7Cvijaykumarsl%40presidencyuniversity.in%7C17aa64b150df48059d7408da4d0db8a0%7Cbf93bb5eecf04e3dbe0e79b5cc527a48%7C0%7C0%7C637907018572162033%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=2zexhaHZm2ZKutMOPqcb7W0TOtxCOn2L3AZjYZJzWt8%3D&reserved=0


 

It shall be distinctly understood that this offer of appointment is subject to your medical fitness for
employment in the Bank, satisfactory background check and submission of the certificates/documents
as stipulated above, to the satisfaction of the Bank. The medical reports/fitness certificate submitted
by you are liable to be re-examined/scrutinized by Banks Doctor and your appointment in the Bank
will be subject to your medical fitness for employment in the Bank as assessed by the Banks
Doctor. You are required to undergo physical medical examination by Banks Doctor, in case the Doctor
insists for a detailed medical examination, after analyzing the medical reports submitted by you. At
any stage, if you are found not satisfying the eligibility norms, your candidature is liable to be
cancelled without notice. Also be understood that any misrepresentation/hiding of facts in the
application/personal data/any other documents/certificates is sufficient cause for termination of your
service, without notice and compensation.

The offer of appointment is subject to your fulfillment of eligibility criteria stipulated by the Bank for
being appointed in the Bank as Probationary Officer under campus recruitment. You are required to
submit originals & copies of the marklists/certificates of all the previous years/semesters examinations
at the time of joining the Bank proving that you had passed all the previous year/semester
examinations at the time of campus interview and all the papers pertaining to the subsequent
semester(s) should be cleared along with the result of the final year/semester examination (final
year/semester examination should be cleared in the first chance itself). In case the result of any of the
semester examinations/final examination is published after the campus interview, but prior to joining
the Bank, you are required to submit all the semester marklists, certificates, provisional certificate etc
of such examinations at the time of joining the Bank in proof of having passed the examinations with
required percentage of marks along with the result of the final year/semester examination failing
which, you will not be permitted to join the Bank. In case the result of any of the previous
semesters/years or final semester/year examination is not published at the time of joining the Bank, a
certificate to the effect that you had completed the course study and attended all the semester
examinations is to be produced from the College/University at the time of joining the Bank

In your case, the minimum eligibility criteria in respect of educational qualification for being appointed
in the Bank as Probationary Officer through campus recruitment is a Post-Graduation with minimum
60% marks. The minimum eligibility of 60% (for UG & PG courses) will be assessed based on the
prevailing practice followed by the University/Institution. You have to submit the percentage
equivalence certificate in case your University/Institution follows grading system. Also you should have
passed SSC or equivalent exam, plus 2 or equivalent exam and graduation with 60% marks. In case the
result of final year/semester examination is not published, you will have to submit the certificates and
marklists in proof of having passed the final year/semester examination, attempted in the first chance,
with required percentage of marks within a maximum period of 5 months from the date of joining the
Bank in conformity with the minimum eligibility criteria in respect of educational qualification as
stipulated by the Bank, failing which you are liable to be removed from the services of the Bank
without any notice or communication, treating the appointment as cancelled. However, in case of
willful default in submission of certificates/ marklists within the above stipulated period, even after
publication of result of the qualifying examination, your service is liable to be terminated and you are
liable to remit the compensation amount / notice pay.

Other Benefits



You will be required to enroll yourself as a member of The Federal Bank Officers Medical Welfare Fund
from the date of joining the Bank and deduction to the Fund at applicable rate will be made from your
salary, as per the rules prevailing in the Bank at present and as amended, altered or added from time
to time.
 
You shall contribute to the Welfare Scheme (Diya) to support the family of deceased employees of the
Bank, from the date of joining the Bank and contributions to the Scheme at applicable rate will be
made from your salary, as per rules prevailing in the Bank at present and as duly amended, altered or
added from time to time.                                  

You will be covered under the Defined Contributory Pension Scheme as applicable for the Bank
employees in line with the National Pension System.

You will be enrolled as a member of the Group Term Assurance Plan from the date of next annual
renewal of the Policy by the Bank. The eligibility for enrollment in the Scheme will be subject to the
terms, conditions, exceptions etc; as applicable under Group Term Assurance Plan at that time and as
amended, altered or added from time to time.

On confirmation in Bank's service, you will be entitled to all other privileges enjoyed by other
permanent members of Officers cadre. You will be bound by all the conditions of service as applicable
to Officers of the Bank as amended, altered or added from time to time. You will be subject to all the
liabilities cast upon other permanent members of Officers cadre.

Resignation

If you are desirous of resigning from the service during the period of probation, you should give three
months notice in writing to the Bank or you would be liable to pay to the Bank three months pay and
allowances in lieu of notice, at the sole discretion of the Bank. In addition to this, you should pay an
amount of 50,000/- as compensation, if such resignation is within 2 years of service in the Bank. If you
are desirous of resigning from the service after confirmation in the service of the Bank, you should
give three months notice in writing to the Bank or you would be liable to pay to the Bank three
months pay and allowances in lieu of notice, at the sole discretion of the Bank.

You are also required to pay an amount of 50,000/- as compensation amount and applicable notice
pay as stated above to the Bank, if you ceased to be in the service of the Bank consequent to
termination of service within 2 years of service. You are required to execute an agreement in stamp
paper (which will be made available by the Bank) of appropriate value at the time of joining the Bank
agreeing to the above terms and conditions of the appointment in respect of compensation amount
/notice pay etc.

The compensation amount of 50,000/- mentioned above is the fair value of the minimum cost that will
be incurred by the Bank if an employee quits the Bank before the stipulated minimum period of
service. 

General

You are liable to be transferred during the period of probation and also thereafter, as found expedient
by the Bank at any time to any of the existing Branches/Offices in India or abroad or Subsidiaries or to
the new Branches/Offices/ Subsidiaries of the Bank to be opened in future.



As per the administrative requirements, Bank may allot any duties to you from time to time and your
designation will accordingly be changed depending upon the nature of work. You are advised to
adhere to the acceptable levels of decorum at workplace even during the online Induction/Orientation
programme by way of presentable attire [business casual, smart casual, business attire] and
professional etiquettes representing the image and reputation of the Bank.

You will be eligible for actual travelling expenses (subject to a maximum of 02nd AC Train fare) from
your place of domicile to the place of posting.

 

John P J
Vice President (HR)

I,  Ishika Jethwa  , accept and confirm the above terms and conditions.
Place:  
Date:       
(Signature of the Candidate)

 



 
                       

Annexure

Monthly Emoluments

Particulars Amount (Rs.)
Basic Pay 36000.00
Special Allowance 5904.00
Dearness Allowance 14013.57
HRA (Leased Accommodation) 13500.00
Learning Allowance 600.00
City Compensatory Allowance/Location Allowance 1400.00
Entertainment Expenses 2250.00
Cleansing Charges 1000.00
Newspaper # 525.00
Mobilephone Charges# 1000.00
Fuel Reimbursement(Four Wheeler) 8800.00
Total 84992.57

# after one year
@ Leased accommodation amount will be credited to Lessors account only (leased accommodation
eligibility ranges from Rs.7800/- to 23000/- depending upon the place of posting. At Aluva it is 13500
 /-)

*You will be eligible for monthly conveyance allowance as follows;
a)   80 litres of petrol/diesel for four-wheeler vehicle registered in your name and used by you at your
workplace
OR
b)      50 litres of petrol for two- wheeler vehicle registered in your name and used by you at your
workplace
OR
c)   Fixed conveyance of 3000/-
  
 



 
Other Allowances

Allowances Amount (Rs.) Remarks
Medical Aid 10300.00 Yearly
Closing Allowance 2600.00 Yearly
Digital Promotion 2200.00 Yearly
Vehicle Maintenance Allowance 3700.00 Yearly
Leave Encashment (Annual) 10132.93 Yearly
Cost of Brief Case/ Office Bags 4500.00 Once in 3 years
Exgratia* 36500.00 Lumpsum

*Will vary according to the profit position of the Bank.

Never reveal your ATM PIN, CVV no. printed on the reverse of the Debit card, Internet banking passwords, OTP etc. to anyone including Bank officials.

Federal Bank never asks for your confidential credentials. 

The information contained in this electronic message and any attachments to this message are intended for the exclusive use of the addressee(s) and

may contain proprietary, confidential or privileged information. If you are not the intended recipient, you should not disseminate, distribute or copy this e-

mail. Please notify the sender immediately and destroy all copies of this message and any attachments. 

WARNING: Computer viruses can be transmitted via email. The recipient should check this email and any attachments for the presence of viruses. The

company accepts no liability for any damage caused by any virus transmitted by this email. 

The Federal Bank Ltd 



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 

Mr. Ravitheja R  

Bangalore. 

Dear Ravitheja, 

With reference to our discussion, we are pleased to offer you the position of “Process Associate”, 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 Bangalore 

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 12:33:46 +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/


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 

ANNEXURE 

Name Ravitheja R Salary Details 

Location Bangalore 

Monthly CTC Annual CTC Effective Date March 1, 2022 

Position Process Associate 

"A" Fixed 

Basic 18,333 2,20,000 

HRA 9,167 1,10,000 

Statutory Bonus 3,167 38,000 

Variable Pay 12,783 1,53,400 

"A" Gross Salary 43,450 5,21,400 

"B" Retirals 

Provident Fund (Employers Contribution) 2,383 28,600 

"B" Retiral Benefits 2,383 28,600 

"C" Others 

"C" Others - 0.00 

Total Cost to Company [A]+[B]+[C] 45,833 5,50,000 

NET TAKE HOME SALARY 

GROSS SALARY 43,450 5,21,400 

Add : REIMBURSEMENTS 

Less : 

PF - EMPLOYEES CONTRIBUTION 2,200 26,400 

PT 200 2,500 

Income Tax* - - 

TOTAL DEDUCTIONS 2,400 28,900 

TOTAL NET SALARY 41,050 4,92,500 

Income Tax* Appropriate Income Tax would be deducted in the payroll every month 

http://www.teamhgs.com/


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 

Mr. Tribhuvan Shah  
Bangalore. 

Dear Tribhuvan Shah,

With reference to our discussion, we are pleased to offer you the position of “Process Associate”, 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 Bangalore 

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 12:33:46 +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/


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 

ANNEXURE 

Name Tribhuvan Shah Salary Details 

Location Bangalore 

Monthly CTC Annual CTC Effective Date March 1, 2022 

Position Process Associate 

"A" Fixed 

Basic 18,333 2,20,000 

HRA 9,167 1,10,000 

Statutory Bonus 3,167 38,000 

Variable Pay 12,783 1,53,400 

"A" Gross Salary 43,450 5,21,400 

"B" Retirals 

Provident Fund (Employers Contribution) 2,383 28,600 

"B" Retiral Benefits 2,383 28,600 

"C" Others 

"C" Others - 0.00 

Total Cost to Company [A]+[B]+[C] 45,833 5,50,000 

NET TAKE HOME SALARY 

GROSS SALARY 43,450 5,21,400 

Add : REIMBURSEMENTS 

Less : 

PF - EMPLOYEES CONTRIBUTION 2,200 26,400 

PT 200 2,500 

Income Tax* - - 

TOTAL DEDUCTIONS 2,400 28,900 

TOTAL NET SALARY 41,050 4,92,500 

Income Tax* Appropriate Income Tax would be deducted in the payroll every month 

http://www.teamhgs.com/


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 

Mr. Siddesh P R 
Bangalore. 

Dear Siddesh,

With reference to our discussion, we are pleased to offer you the position of “Process Associate”, 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 Bangalore 

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 12:33:46 +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/


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 

ANNEXURE 

Name Siddesh P R Salary Details 

Location Bangalore 

Monthly CTC Annual CTC Effective Date March 1, 2022 

Position Process Associate 

"A" Fixed 

Basic 18,333 2,20,000 

HRA 9,167 1,10,000 

Statutory Bonus 3,167 38,000 

Variable Pay 12,783 1,53,400 

"A" Gross Salary 43,450 5,21,400 

"B" Retirals 

Provident Fund (Employers Contribution) 2,383 28,600 

"B" Retiral Benefits 2,383 28,600 

"C" Others 

"C" Others - 0.00 

Total Cost to Company [A]+[B]+[C] 45,833 5,50,000 

NET TAKE HOME SALARY 

GROSS SALARY 43,450 5,21,400 

Add : REIMBURSEMENTS 

Less : 

PF - EMPLOYEES CONTRIBUTION 2,200 26,400 

PT 200 2,500 

Income Tax* - - 

TOTAL DEDUCTIONS 2,400 28,900 

TOTAL NET SALARY 41,050 4,92,500 

Income Tax* Appropriate Income Tax would be deducted in the payroll every month 

http://www.teamhgs.com/


Course5 Intelligence Limited  
(formerly Course5 Intelligence Private Limited) 

Registered address: Bldg. 2A, Aster - East Tower Lower Ground Floor, Embassy Tech Village, Marathalli, 
Sarjapur Outer ring road, Devarabeesanahalli, Bengaluru – 560103, Tel: 080 – 40578100 

E-mail address: sales@course5i.com | Website: www.course5i.com | CIN: U72200MH2000PLC303971
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Subject: Offer Letter 

20th March 2022 

Sachin S Gowda
Raughantha road 4th cross mankuli 
Bhatkal (581320) Bhatkal,    
Karnataka, 581320 India

Dear Sachin S Gowda,

Congratulations! We are delighted to welcome you to the Course5 Family. 

Subsequent to your job application and rounds of interviews, we are pleased to make you an offer for full 
time employment with Course5 Intelligence (referred as “Company” hereafter) in the capacity of  
Analyst, Band E2. Your annual cost to company [CTC] will be 500,000 (detailed break up and benefits 
are defined hereunder in Annexure II of the Offer Letter). Your Date of Joining will be  
2nd May 2022. 

A letter of appointment will be provided to you on your date of joining the Company. You will be deputed 
at Bengaluru office of the Company however, during the course of your employment the Company may 
at its sole discretion and post offering a written intimation, depute you to its branch offices or client 
location, basis business requirements. Further, the Company may also assign you to a different role and 
business unit based on its requirement.  

This offer of employment is subject to the receipt of satisfactory feedback from your background 
verification process. By accepting this offer, you provide us with your consent to conduct a thorough 
background check of the information shared by you at the recruitment stage in furtherance to facilitate 
your employment with the Company. 

The Company is committed to providing a diverse workforce and inclusive workplace by providing equal 
opportunity to all and creating a safe and secure work environment that is free from any form of 
discrimination which includes but is not limited to our policy of zero tolerance to sexual harassment. 
Further, The Company aims at building and fostering diversity of gender, caste, creed, culture, sexual 
orientation and ensure for employees of multiple generations co-exist and develop as per individual 
aspirations and expectations.  

Kindly note the detailed terms and conditions of your employment are listed in Annexure I and your 
remuneration package along with the other applicable benefits are detailed in Annexure II. 
Notwithstanding anything to the contrary, your designation, reporting manager, department, work 
location, remuneration, benefits and the terms and conditions of your employment are subject to changes 
during the tenure of your employment with the Company.  

http://www.course5i.com/
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(formerly Course5 Intelligence Private Limited) 
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Annexure I 

Terms and Conditions of Employment 

In pursuance to the conformation of the offer, the following shall be the terms and conditions applicable 
to the employment:  

1) The Employee shall in all respects use his/her best endeavors in carrying out the objectives of
Course5 Intelligence Limited (the “Company”) and protect its interests to the best of his/her ability
and judgment. Complete confidentiality of all company information and operations is expected from
the Employee, the Employee will be required to sign a Confidentiality & Non-Disclosure Agreement
and a Non-compete Covenant at the time of joining as a condition to his/her employment.

2) The Employee shall be required to work for nine (9) hours a day that will include lunch / dinner
breaks and five (5) working days a week (i.e. From Monday to Friday).  The Employee shall devote
his/her whole time and attention to the business of the Company, and shall not participate, be
engaged or interested or concerned directly or indirectly in any other business or occupation of any
kind or nature whatsoever. Further, the Employees are provided with the opportunity to take
eighteen (18) privilege and twelve (12) sick leaves every year. The Company offers following
additional leave benefits every year to its employees over and above Privilege and Casual leaves:

a) five (05) Paternity leaves,
b) 26 weeks  (26) Maternity leave,
c) five (05) Milestone Leaves for 5, 10 and 15 year completion (5th , 10th and 15th year only),

The company also provides public holidays, announced at the beginning of every year based on the 
Company’s leave Policy. Except for emergencies and medical reasons leave will be granted only on 
15 days prior notice and post securing approval by your manager in writing / on the HRIS system.  

3) Non-Compete: The Employee shall covenants that he/she shall not do or indulge in any of  the
following, without the prior written consent of  the Company:

1) Non - Compete: The Employee shall expressly covenants and agrees that, during the term
of  his/her employment and for a period of  one (1) year thereafter, the Employee shall not
either directly or indirectly carry on or assist, engage or be employed with any competitors of
the Company (whether as a partner, proprietor, employee, shareholder, director, officer, agent,
adviser, consultant, or board member or be associated in any other position so as to derive
any financial benefit by virtue of the Employee’s association with such competitors of the
Company) nor shall the Employee carry out any business which is similar to that of the
Company or engage in any activity that conflicts with the Employee’s obligation towards the
Company.

2) Solicit business: During the term and for a period of  at least one (1) year after the term of
the Employee’s engagement with the Company, the Employee shall not solicit, and influence
or attempt to influence any client, customer or another person directly or indirectly to direct
his/its purchase of  the Company’s products and/or services to himself  or any person in
competition in business of  the Company.

http://www.course5i.com/
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3) Solicit personnel: During the term and for a period of  at least one (1) year after the term,
the employee shall not solicit or attempt to influence any person employed or engaged by the
Company (whether as an employee, consultant, advisor or in any other manner) to terminate
or otherwise cease such employment or engagement with the Company or become the
employee of  or directly or indirectly offer services in any form or manner to himself  or any
person who is a competitor of  the Company.

4) There shall be a 6-month probation period. During the probation period, the Employee’s overall
performance and conduct will be evaluated and if  found satisfactory in all respects, the Employee’s
Services will be confirmed by a separate letter issued by the Company at its own sole discretion.

In the event the Employee’s performance and/or conduct are not found satisfactory, the

Employee’s services will come to an end, at the end of  the probation period. During the probation

period, the Employee shall be liable to take leaves based on the Company’s existing leave policy

and the Employee’s services can be terminated by either side, by giving a One (1) month written

notice during his/her probation period. Post confirmation of  the Employment and subject to the

designation of  the Employee, the services of  the Employee can be terminated for convenience by

either side, by providing Two (2) months prior written notice to the other party in case the

Employee’s band is up to that of  the Senior manager and if  the Employee designation is above

the level of  a senior manager the applicable notice period would be that of  three (3) months. If

the Employee is desirous of  immediately terminating his/her employment, subject to approval

from the HR/ BU head, shall pay to the Company his/her applicable notice period’s gross salary

in lieu of  a waiver for the said period while serving the notice. The Employee shall mandatorily

serve his/her notice period should the Company decide to accept or reject the resignation of  the

Employee. Notwithstanding anything to the contrary, the Company shall reserve the right to reject

the Employees request of  rescinding his/her resignation. Notwithstanding anything to the

contrary the provision in relation to the notice period may be subject to amendments from time

to time based on the internal policies of  the Company which shall be communicated to the

Employee accordingly.

a) Bonus, Salary Appraisal and Relocation: Joining Bonus, Relocation and associated
expenses, if any, paid by Company at the time of joining will be recovered from the Employee
in case of termination of employment within a period of twelve (12) months from the date
of joining.

b) The Performance bonus (hereinafter “PB”) shall be paid on an annual / bi-annual basis as
per the Employees band and level at which he/she is currently employed and existing
performance bonus guidelines. The performance bonus pay-out cycle for Employees eligible
to be paid on an annual basis shall be from April to March.  Furthermore, the PB assessment
cycle for bi annual pay-out for H1 (“Half One”) shall be from April to September and for H2
(“Half 2”) shall be from October to March. In the event that the employee has exited from
the Company or serving his/her notice period as on his/her performance bonus eligibility
date i.e. (for H1 30th September & H2 31-March) then he/she shall not be eligible for his/her
PB payout for that cycle. Any Employee joining from and between 1st of July to 30th

September during the H1 payment cycle shall not be eligible for receiving the performance
bonus for that particular cycle period. However, such Employee shall be eligible to receive

http://www.course5i.com/
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the performance bonus on a pro-rated basis in the next H2 cycle subject to the Employee 
fulfilling all the necessary terms specified herein. Subsequently, if any Employee joins the 
Company from and between 1st of January to 31st of March during the H2 payment cycle then 
such employee shall not be eligible to receiving the performance bonus for that particular 
cycle period. However, such employee shall be eligible to receive the performance bonus on 
a pro-rated basis in the next H1 payment cycle. Any performance bonus to be paid to the 
Employee shall be done so in accordance with the performance bonus guidelines of the 
Company. In the event if the performance bonus guidelines go through any amendments then 
the bonus to be paid shall be as per the then applicable/revised guidelines.   

c) The annual salary appraisal exercise of the Employee shall be conducted from April to March
(which shall be the assessment period), In the event that the Employee resigns or is serving
his/her notice period as on salary revision pay-out date then such Employee shall not be
eligible for receiving his/her salary appraisal. Furthermore, any employee joining the
Company after 30th September of that particular financial year shall not be eligible to receive
the appraisal in the immediate salary appraisal cycle that would follow i.e., from April to
March, however the said Employee shall be eligible to receive the remaining portion (that was
due in the previous financial year)  of his/her salary appraisal in the subsequent financial year
on a pro-rated basis (appraisal from October to March) effective from date of joining on the
basis of individual/organization performance and assessment guidelines. The salary appraisal
to be paid to the Employee shall be done so in accordance with the salary appraisal guidelines
of the Company.

d) The reimbursement components will be paid on a monthly basis on submission of
bills/receipts. You will be required to submit your bills and/or receipts every month.
Furthermore, any changes to be made in the reimbursement component shall be adjusted in
the special allowance.

e) The Employee’s Leave entitlement will be in accordance with the applicable rules and policies
of the Company which would be subjective to change from time to time.

5) Background Check: This Appointment is subject to reference checks and information provided
to the Company during the recruitment process, or subsequently. If any information provided is
found to be misleading or falsified, the Company is entitled to withdraw the appointment and/or
terminate the employee’s services and take necessary legal action against the employee. The
Employee on the date of joining would be required to sign an employment agreement which shall
lay down the terms and conditions of his/her employment with the Company.

6) Law of the Contract: This offer should be interpreted according to the laws of India.

7) Acceptance: Please confirm on your acceptance to this offer within five (5) working days from
the receipt of this offer. On your acceptance you are also requested to provide the following
documents in order to enable the Company initiate the Background checks:

 2 passport size photographs.

 Photo copies of all Educational Qualification certificates.

 Photo copies of any other Professional Courses Certificates.

 2 copies of Photo identity (pan card)
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 2 copies of Aadhar card

 1 copy of current & permanent address proof (ration card/passport/latest electricity
bill/latest telephone bill/lease agreement)

 Offer Letter and last 3 months salary slips in case the employee has prior working
experience

 Relieving letters from three (3) employers where the employee had previously worked with
(if applicable).

We hope that your association with us will be fruitful and we wish you all the best for your journey at 
Course Intelligence.  

On behalf of Course5 Intelligence Limited 

Manish Kotwani    
Vice President – Human Resources & Administration   

I, Sachin S Gowda hereby understand and agree to the terms outlined in this letter of 

contract. Date: ___________________________ 

Signed:  _________________________ 
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Annexure –II 

Breakup of Cost to Company [CTC] 

Name: Sachin S Gowda 
Designation: Analyst 

1 Compensation Breakup Monthly (INR) 
Annually 

(INR) 

1 Basic Salary 16,667           200,000 

2 House Rent Allowance  6,667 80,000 

3 Transport Allowance  1,600 19,200 

4 Special Allowance (Basket of Reimbursements) 11,460           137,520 

5 Statutory Bonus  1,388 16,660 

A Total Base salary (1+2+3+4+5) 37,782           453,380 

6 PF(Company's Contribution)  2,000 24,000 

7 Gratuity     802 9,620 

8 Group MediClaim Insurance (Self & dependants)  1,083 13,000 

B Gross Cost To Company (A+6+7+8) 41,667           500,000 

9 Performance Bonus  - -   

C Total Cost To Company (A+B)         -             500,000 

Notes: 
a. Group Mediclaim Cover [GMC] – Employees are offered GMC plans ranging from coverage amounts of

INR 1 Lac to INR 7 Lacs and will cover Self, Spouse, upto 2 kids and dependent parents Premium amount
towards the plan of  INR 3 Lakhs is featuring in the annual CTC break-up basis plan selected

b. Group Accident Cover [GPA] – Over and above GMC, each employee is covered under Group Personal
Accident (GPA) plan with coverage entitlement of INR 25 lakhs up to the Level of Manager and INR 50 Lakhs
for level Sr Manager and above”.

c. Terms & conditions and Organizational policy around Insurance benefits are shared with employees at the
renewal stage each year which shall be final and binding to all.

d. Gratuity Payments will be made to an employee per provisions applicable under Payments of Gratuity Act 1972.
e. Basket of Reimbursements – Employees will be offered components applicable under basket of

reimbursements at the joining stage / start of each financial year for selection. All payments will be made on a

monthly basis and only post submission of relevant bills.

f. Performance Bonus payments will be made to an employee basis Organization, Business unit and Individual
performance rate achieved during the review period. The payments will be made per the performance bonus
guidelines applicable for each Band and Level.

g. All payments will be disbursed to an employee post deduction of applicable Income tax rates in force from time
to time.

h. Changes to Compensation & Benefit components, in line with Taxation laws, Labor laws and organizational
policies, in force from time to time, shall be applicable and binding to all employees.
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Subject: Offer Letter 

20th March 2022 

Vijeth Hegde 
201/1 9th Mail kallu thombinakere, 
Albadi Ardi post, Hebri taluk 
Udupi District,                 
Karnataka, 576212 India

Dear Vijeth Hegde,

Congratulations! We are delighted to welcome you to the Course5 Family. 

Subsequent to your job application and rounds of interviews, we are pleased to make you an offer for full 
time employment with Course5 Intelligence (referred as “Company” hereafter) in the capacity of  
Analyst, Band E2. Your annual cost to company [CTC] will be 500,000 (detailed break up and benefits 
are defined hereunder in Annexure II of the Offer Letter). Your Date of Joining will be  
2nd May 2022. 

A letter of appointment will be provided to you on your date of joining the Company. You will be deputed 
at Bengaluru office of the Company however, during the course of your employment the Company may 
at its sole discretion and post offering a written intimation, depute you to its branch offices or client 
location, basis business requirements. Further, the Company may also assign you to a different role and 
business unit based on its requirement.  

This offer of employment is subject to the receipt of satisfactory feedback from your background 
verification process. By accepting this offer, you provide us with your consent to conduct a thorough 
background check of the information shared by you at the recruitment stage in furtherance to facilitate 
your employment with the Company. 

The Company is committed to providing a diverse workforce and inclusive workplace by providing equal 
opportunity to all and creating a safe and secure work environment that is free from any form of 
discrimination which includes but is not limited to our policy of zero tolerance to sexual harassment. 
Further, The Company aims at building and fostering diversity of gender, caste, creed, culture, sexual 
orientation and ensure for employees of multiple generations co-exist and develop as per individual 
aspirations and expectations.  

Kindly note the detailed terms and conditions of your employment are listed in Annexure I and your 
remuneration package along with the other applicable benefits are detailed in Annexure II. 
Notwithstanding anything to the contrary, your designation, reporting manager, department, work 
location, remuneration, benefits and the terms and conditions of your employment are subject to changes 
during the tenure of your employment with the Company.  
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Annexure I 

Terms and Conditions of Employment 

In pursuance to the conformation of the offer, the following shall be the terms and conditions applicable 
to the employment:  

1) The Employee shall in all respects use his/her best endeavors in carrying out the objectives of
Course5 Intelligence Limited (the “Company”) and protect its interests to the best of his/her ability
and judgment. Complete confidentiality of all company information and operations is expected from
the Employee, the Employee will be required to sign a Confidentiality & Non-Disclosure Agreement
and a Non-compete Covenant at the time of joining as a condition to his/her employment.

2) The Employee shall be required to work for nine (9) hours a day that will include lunch / dinner
breaks and five (5) working days a week (i.e. From Monday to Friday).  The Employee shall devote
his/her whole time and attention to the business of the Company, and shall not participate, be
engaged or interested or concerned directly or indirectly in any other business or occupation of any
kind or nature whatsoever. Further, the Employees are provided with the opportunity to take
eighteen (18) privilege and twelve (12) sick leaves every year. The Company offers following
additional leave benefits every year to its employees over and above Privilege and Casual leaves:

a) five (05) Paternity leaves,
b) 26 weeks  (26) Maternity leave,
c) five (05) Milestone Leaves for 5, 10 and 15 year completion (5th , 10th and 15th year only),

The company also provides public holidays, announced at the beginning of every year based on the 
Company’s leave Policy. Except for emergencies and medical reasons leave will be granted only on 
15 days prior notice and post securing approval by your manager in writing / on the HRIS system.  

3) Non-Compete: The Employee shall covenants that he/she shall not do or indulge in any of  the
following, without the prior written consent of  the Company:

1) Non - Compete: The Employee shall expressly covenants and agrees that, during the term
of  his/her employment and for a period of  one (1) year thereafter, the Employee shall not
either directly or indirectly carry on or assist, engage or be employed with any competitors of
the Company (whether as a partner, proprietor, employee, shareholder, director, officer, agent,
adviser, consultant, or board member or be associated in any other position so as to derive
any financial benefit by virtue of the Employee’s association with such competitors of the
Company) nor shall the Employee carry out any business which is similar to that of the
Company or engage in any activity that conflicts with the Employee’s obligation towards the
Company.

2) Solicit business: During the term and for a period of  at least one (1) year after the term of
the Employee’s engagement with the Company, the Employee shall not solicit, and influence
or attempt to influence any client, customer or another person directly or indirectly to direct
his/its purchase of  the Company’s products and/or services to himself  or any person in
competition in business of  the Company.
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3) Solicit personnel: During the term and for a period of  at least one (1) year after the term,
the employee shall not solicit or attempt to influence any person employed or engaged by the
Company (whether as an employee, consultant, advisor or in any other manner) to terminate
or otherwise cease such employment or engagement with the Company or become the
employee of  or directly or indirectly offer services in any form or manner to himself  or any
person who is a competitor of  the Company.

4) There shall be a 6-month probation period. During the probation period, the Employee’s overall
performance and conduct will be evaluated and if  found satisfactory in all respects, the Employee’s
Services will be confirmed by a separate letter issued by the Company at its own sole discretion.

In the event the Employee’s performance and/or conduct are not found satisfactory, the

Employee’s services will come to an end, at the end of  the probation period. During the probation

period, the Employee shall be liable to take leaves based on the Company’s existing leave policy

and the Employee’s services can be terminated by either side, by giving a One (1) month written

notice during his/her probation period. Post confirmation of  the Employment and subject to the

designation of  the Employee, the services of  the Employee can be terminated for convenience by

either side, by providing Two (2) months prior written notice to the other party in case the

Employee’s band is up to that of  the Senior manager and if  the Employee designation is above

the level of  a senior manager the applicable notice period would be that of  three (3) months. If

the Employee is desirous of  immediately terminating his/her employment, subject to approval

from the HR/ BU head, shall pay to the Company his/her applicable notice period’s gross salary

in lieu of  a waiver for the said period while serving the notice. The Employee shall mandatorily

serve his/her notice period should the Company decide to accept or reject the resignation of  the

Employee. Notwithstanding anything to the contrary, the Company shall reserve the right to reject

the Employees request of  rescinding his/her resignation. Notwithstanding anything to the

contrary the provision in relation to the notice period may be subject to amendments from time

to time based on the internal policies of  the Company which shall be communicated to the

Employee accordingly.

a) Bonus, Salary Appraisal and Relocation: Joining Bonus, Relocation and associated
expenses, if any, paid by Company at the time of joining will be recovered from the Employee
in case of termination of employment within a period of twelve (12) months from the date
of joining.

b) The Performance bonus (hereinafter “PB”) shall be paid on an annual / bi-annual basis as
per the Employees band and level at which he/she is currently employed and existing
performance bonus guidelines. The performance bonus pay-out cycle for Employees eligible
to be paid on an annual basis shall be from April to March.  Furthermore, the PB assessment
cycle for bi annual pay-out for H1 (“Half One”) shall be from April to September and for H2
(“Half 2”) shall be from October to March. In the event that the employee has exited from
the Company or serving his/her notice period as on his/her performance bonus eligibility
date i.e. (for H1 30th September & H2 31-March) then he/she shall not be eligible for his/her
PB payout for that cycle. Any Employee joining from and between 1st of July to 30th

September during the H1 payment cycle shall not be eligible for receiving the performance
bonus for that particular cycle period. However, such Employee shall be eligible to receive
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