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Intosof 
CGistral 

Date:-05/08/2021 

Mr/Miss. Pavitra, 

RE: Contract based Employment Letter 

Dear Mr/Miss. Pavitra, 

Congratulations! Subsequent to discussions we had with you recently, it is a sincere pleasure 
to make you an offer in our organization.

Please find the details below 

POSITION 
DEPARTMENT

TELESALES EXECUTIVE

WORK FROM HOME 
JOINING DATE 04-08-2021

BASIC SALARY 
SALARY PAYOUT 

PERFORMANCE PAY 

PERFORMANCE PAYoUT 
PERFORMANCE PAYOUT 

RS. 7,500 (MONTHLY) 

12T OF EVERY MONTH 
RS. 7,500 (MONTHLY 

EVERY WEEK SATURDAY 
RS. 500 PER SELL 

WEEKLY 
RS. 15,000 TOTAL SALARY (IN HAND) 

TOTAL TARGET 
CALLING TIME DURATION 
SHIFT TIMING 

15 SELLS MONTHLY 
10:00 AM-08:00 PM 

09:30 AM- 07:30 PM
FULL TIME EMPLOYMENT STATUS 

MONDAY - SATURDAY 
WORKING DAYS 

LEAVE 
ANY COMPANY BENEFITS 

WEEKLY OFF SUNDAY 
NOT APPLICABLE 

You are required to sign a copy of this joining letter for acceptance and compliance of the 

terms of offer and policies existing and modified from time to time. 

Once again, let me express our unanimous excitement at the prospect of your joining the 

organization. We look to the prospect of a long and mutually rewarding professional

relationship.

Sincerely
Info Soft Global 

37, Bangur Ave Block A, Kolkata - 700055, West Bengal, India 

Cnnnnd hi TanCnannn. 
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Dear Gracy. 

Congratulations! 

Welcome to NIYAMA team' We are delighted you are joining us as "Recruitment Trainee Your roie 
s critical in fulfilling the mission of NIYAMA CONSULTING SERVICE 

ne enclosed information is designed to serve as an introduction to rules and regulations 
TOmulated in the company that will help you make a smooth transition into the role 

e are very pleased that you have chosen to accept our offer of employment and know that tnis is 
the beginning of a mutually beneficial association

Kindly acknowledge and confirm the same. 



20202| S 

SEARCHIE 

OFFER LETTER Date: 02June 2021 

Subiact: Letter of Confirmation 

Dear MADHU BALA S. 

Congratulations! Due to your continued efforts and recent successes. effective 02-07-2021, 

you have been promoted to Process Associate in XML Department. 

As you setle into your new role as Process Associate within the XML Department. please 

reler any questions to your new Project Head, Prabhu. 

Enjoy this time of transition, and once again, congratulations on your new role here at 

Searchie Digital Pvt Ltd. 

Yours taithfully. 

Head of Human Resources Dept 
Searchie Digital Pvt. Ltd 
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26 JULY 2021 

KAVYA 

 















 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear HEPZIBAH KANIMOZHI R (B.A ENGLISH LITERATURE), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear IDA RAJA KUMARI.C (B.A ENGLISH LITERATURE), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                      
Date: 26-03-2021          

 
 

Dear Maria Deepa S ( B A English Literature) 
 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear SRUTHI  S (B.A ENGLISH LITERATURE), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear SUREKHA D (B.A ENGLISH LITERATURE), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Ajitha Varnika. K (B.A ENGLISH LITERATURE) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Akila S (B.A ENGLISH LITERATURE) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Anusankari U (B.A ENGLISH LITERATURE) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Monisha R (B.A ENGLISH LITERATURE) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Ritika L (B.A ENGLISH LITERATURE) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Sarojeni  Devi.A (B.A ENGLISH LITERATURE) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 
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PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear MADHUMITHA J (M.A TOURISM AND TRAVEL MANAGEMENT), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear PARAMESHWARI J (M.A TOURISM AND TRAVEL MANAGEMENT), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Rashika  A (M.A TOURISM AND TRAVEL MANAGEMENT) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear LAVANYA MURALI  (B.A TOURISM AND TRAVEL MANAGEMENT), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Mageshwari  A (B.A TOURISM AND TRAVEL MANAGEMENT) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Subhiksha Ganesh (B.A TOURISM AND TRAVEL MANAGEMENT) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear BHARATHI KANNAMMA B (M.A PUBLIC ADMINISTRATION), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear MADHU  SHREE SAI. V (M.A PUBLIC ADMINISTRATION), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Latika  S (M.A PUBLIC ADMINISTRATION) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

 

 

 

 

LETTER OF OFFER 

Dear Rabezha.RP, 

With reference to our discussion, we are pleased to offer you a position as 

Digital Marketing. 

 

You are required to join us on Monday, 16th Aug-2021. The offer stands withdrawn 

There after unless the date is extended by  us  and/or  communicated by you in writing. 

 

Your compensation will be Rs. 1,80,000/- CTC per annum. 

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

Discrepancy in the background checks and/or in the copies of documents or certificates 

given by you as a proof of above we retain the right to review our offer of employment. You 

will need to submit a copy of your resume, 2 passport size photo, qualification Certificates, 

ID proof, 1 PAN card copy and photocopy of the permanent address. On behalf of Creators 

Web India, I congratulate you on the offer and look forward to having you as part of our  

organization. 

 

 

 

 

  

  

Creators web India 

No.20/161, Karuneegaar Street, 

Adambakkam, Chennai – 600088 

TamilNadu - India 

Tel : +91-44-4852-3055 

Date   :  02-08-2021 

 

 

    Best  Regards, 

 

    K.Rajesh 

    CEO 



 

  
 

 
 

PROVISIONAL OFFER LETTER 
 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear RAMYA M (M.COM COMMERCE), 
 
 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear SHANMUGA PRIYA T (M.COM COMMERCE), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear SUVEETHA J (M.COM COMMERCE), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Shruthi Jayashankar (M.COM COMMERCE) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear DEENA PRIYANKA K (B.COM  GENERAL), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear DEEPIKA LG (B.COM GENERAL), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear DHARSHINI KUMARALAGU SIVAGAMI (B.COM  GENERAL), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear DIVYA DHARSHINI.S (B.COM  GENERAL), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear GAYATHRI S (B.COM GENERAL), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear HARI PRIYA. R (B.COM  GENERAL), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear JEEVITHA P .S (B.COM  GENERAL), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear KETHRIN.P (B.COM  GENERAL), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear M.SHALINI MURUGESAN (B.COM  GENERAL), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear MADHUVARSHINI S (B.COM  GENERAL), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear MEENATCHI PARIDHI (B.COM  GENERAL), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear MONIKA  K (B.COM  GENERAL), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear MONISHA M (B.COM  GENERAL), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear NITHU N (B.COM  GENERAL), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear NIVEDHA D (B.COM  GENERAL), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear RAMYA R (B.COM  GENERAL), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear SNEGA V (B.COM  GENERAL), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear K.Janani K (B.COM  GENERAL) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Kavitha R (B.COM  GENERAL) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Mithra G (B.COM  GENERAL) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Nikita Mishra (B.COM  GENERAL) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Sai Priyadharshini.N (B.COM  GENERAL) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Sujatha R (B.COM  GENERAL) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Tejaalakshmi.S  S (B.COM  GENERAL) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



1st Floor, North Wing, Central Square 1, C28-C35, CIPET Road, Thiru Vi Ka Industrial Estate, 

Guindy, Chennai - 600 032 

 

 

 

July 28, 2021 

 
Ms. Sharmila 

 Chennai. 

 
Dear Fazeena Shiren Fathima, 

 
We are pleased to offer you an employment in our Company as a “Trainee Process Associate” on a 

salary of Rs.2,20,000 (Rupees Two Lakh and Twenty Thousand only) per annum. 

. 
 

1. Date of Appointment 

 
Your appointment is effective from the date of joining which shall be on or before August 9, 2021. 

 
2. Probationary Period 

 
You will be on probation for a period of six months from the date of your appointment. If, in the opinion of 

the company, you are found suitable in the appointed post, you will be confirmed in the services of the 

organization. 

 
3. Provident Fund 

 
You will participate in the company provident fund scheme as applicable to your category of employees. 

 
4. Salary Review 

 
Your salary will be reviewed periodically as per the company policy. Your increments are discretionary and 

will be subject to, and on the basis of, effective performance and results. 

 
5. Leave 

 
You will be covered by leave, holidays and the working hours policy as applicable to your category of 

employees. 

 
6. Other Work 

 
Your position is a whole time employment with the company and you shall devote yourself exclusively to the 

business of the company. You will not take up any other work for remuneration (part-time or otherwise) or 

work in advisory capacity or be interested directly or indirectly (except as a shareholder or debenture holder) 

in any other trade or business, during the employment with the company, without permission in writing from 

the organization. 



1st Floor, North Wing, Central Square 1, C28-C35, CIPET Road, Thiru Vi Ka Industrial Estate, 

Guindy, Chennai - 600 032 

 

 

7. Transfer 

 
You will liable to transfer in such capacity as the company may, from time to time, determine, to any other 

location, department, establishment, factory or branch of the company or its affiliates, associate or subsidiary 

companies. In such case, the terms and conditions of service applicable to the new assignment will govern 

you. 

 

8. Responsibilities 

 
Your main responsibility would be in the area of BSS. As part of the team, you will be expected to adhere to 

the Information Security Policy requirements, client’s contractual needs and any other requirements that may 

be communicated by the Company from time to time. Non- adherence to company policies on the above fronts 

could entail disciplinary action against you by the Company. You are expected to effectively perform to ensure 

you deliver results and may be expected to work extra hours to achieve this, where the situation so requires. 

 
9. Confidential Information 

 
You will not, at any time, without the consent of the President, disclose or divulge or make public any 

information regarding the company’s affairs or administration or research carried out whether the same may 

be confided to you or become known to you in course of your services or otherwise. 

 
10. Protection of Interest 

 
During the period of your employment with us, all the work done by you as part of your job will automatically 

be deemed to be the property of Congruent. If you conceive any new or advanced methods of improving 

processes/ systems in relation to the operation of the company, such developments willbe fully communicated 

to the company and will be and remain the sole right / property of the company. 

 
11. Past Record 

 
Please note that this appointment is subject to background checks. If any declaration or information furnished 

to the company proves to be false or if you are found to have willfully suppressed any material information, 

you will be liable to removal from services without any notice. 

 
12. Notice Period 

 
It is mandatory to give 3 months advance notice in writing to the Company in the event of your resignation or 

3 months pay in lieu thereof. This contract of employment is terminable by either party by giving three months 

(90 days) notice. Either party is not bound to give any reason thereof. The company reserves the right to pay 

or recover salary in lieu of notice period. The company may, at its discretion, relieve you from such date as it 

may deem fit even before the expiry of notice period without compensating for the unexpired period and is 

not bound to give any reasons thereof. The company may refuse to relieve you by a requested date or extend 

your date of separation by not more than 90 days, in cases where the projects entrusted to you is/ are likely to 

be affected due to your decision to resign by that date. This decision vests solely with the management. If 

your performance is found to be unsatisfactory, your employment is liable to be terminated with 30 days 

notice. The company is entitled to levy costs, in case of breach of any of the above terms and conditions, to 

the extent of the actual loss suffered. 



1st Floor, North Wing, Central Square 1, C28-C35, CIPET Road, Thiru Vi Ka Industrial Estate, 

Guindy, Chennai - 600 032 

 

 

13. Arbitration 

 
Any dispute which may arise between you and the Company in connection with the interpretation of this 

appointment letter with regard to the rights or obligations of either party here under or with regard to the validity 

or enforceability thereof shall be settled to the mutual satisfaction of the parties within thirty (30) days (or such 

longer period as may be mutually agreed upon) of the date either party informs the other in writing that such a 

dispute exists. In case such a mutualagreement is not arrived at, the dispute shall be referred to a sole Arbitrator 

appointed by the Company. Arbitration shall be governed by the provisions of the Arbitration and Conciliation 

Act, 1996. The arbitration shall be conducted in English language and be held in Chennai. 

 
14. On Separation 

 
On acceptance of the separation notice, you will immediately give up to the company all correspondence, 

specifications, books, documents, literature, effects or records etc. belonging to the company or relating to its 

business and shall not make or retain any copies of these items. For a period of one year following your 

separation, you shall not, directly or indirectly, invite or be instrumental in the recruitment / engagement of 

any of your former colleagues to employment with your new employer(s). 

 
The above terms and conditions are subject to company policy. 

 
The following are required to be furnished by you within one week from the date of joining: 

 
 Stamp size photographs (2 Nos.) 

 Your contact phone number if any 

 Your blood group 

 Copy of your passport (If you do not possess one, please apply for one and intimate us) 

 
Please confirm that the above terms and conditions are acceptable to you and that you accept the appointment by 

signing a copy of this letter of appointment. 

 
Yours sincerely, 

For Congruent Solutions Pvt. Ltd. 

 

 
BALARAMAN J 

PRESIDENT 



 

 

 

Yalamanchili School of Learning Private Limited | CIN: U65993TN1999PTC043523 
Registered office: Ground Floor, No. 41 & 42, 7

th
 Link Street, Nehru Nagar, Kottivakkkam, Chennai – 600 041. 

 
 

 
14th Sep, 2021 
 
To, 
 
Name: Ms.  G. Lakshimipriya 
Address: Chennai 
 
Subject: Appointment letter 
 
Dear Ms. G. Lakshimipriya, 
 
Yalamanchili (the Company) is pleased to extend you this appointment in Reconciliation Function. This 
appointment is conditional to you attending and successfully completing the training offered by the company 
within the stipulated period. If you accept this appointment, you will begin your training with the Company 
on 15-Sep-2021 in Chennai.  
 
Training – Terms and Conditions: 
 
a) You will be trained as an IT Professional in the function you have received your appointment. 
b) Training program is designed to have three parts. First part – Foundation aims at strengthening the 

software engineering concepts, provide an introduction to the need for information security and its role 
in software engineering, and imparting the soft skills that are required for the industry. Second Part – 
Specialization focuses on providing in-depth knowledge by way of class room sessions and gaining 
practical experience by working in projects. Third part – Client Specific focuses on understanding the 
client specific industry domain and gaining hand-on experience by working on real time client projects.    

c) Training is imparted using video assisted teaching methods where recorded training videos of domain and 
subject matter experts are played assisted by an experienced trainer. Each topic covered in the 
classroom is followed by assignments to apply the knowledge gained during the class room sessions in real 
life situations. Tests are conducted at logical points to evaluate the individuals understanding. Individuals 
are assigned to specific live projects to work on their chosen area of specification to gain practical hands-
on experience. 

d) You shall diligently and promptly attend to the training, complete the assignments entrusted to you from 
time to time within the time limits stipulated by the Company to the satisfaction of the Company. 

e) Training will on from Monday to Saturday (except National Holidays) and will start at 08:00 AM in the 
morning till 06:00 PM in evening.  

f) You are required to be punctual (report to office by 07:45 AM) and be attentive during the training.    
g) During the training, you may be called to come in specific shifts and / or on specific holidays (including 

Sundays) as stipulated by the company to gain real time experience of the job function.  
h) During the period when you are in training, the Company agrees to pay you a “Stipend” of INR 8000/= 

per month (Rupees Eight Thousand Only) which shall be payable after the end of every calendar month on 
or before the seventh (7th) of the subsequent calendar month. The monthly Stipend will be payable to you 
only after deducting any amounts that may be due and payable by you.  

i) The “Stipend” paid will be on a prorate basis in proportion to the number of days of training you have 
attended during the month. If you have attended 20 days of the total 25 days of training in a month, your 
stipend will be pro-rated using the formula: (No. of days of training attended (20) / Total number of days 
of training in the month (25)) x Stipend Amount (8000). 

j) As a trainee, you will not receive any other benefits that regular Company employees receive, including, 
but not limited to health insurance, vacation or sick pay, paid holidays and any other employee benefits. 

k) You shall not be entitled to any remuneration, perquisites or benefits other than what is expressly 
mentioned supra. 

l) The training period will be for a minimum of three (3) months and a maximum of six (6) months from the 
date of joining. Based on the performance in your training, you will be given an offer as a confirmed 
employee of the company any time after 3 months at the discretion of the company.   
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m) On completion of six months, in case your performance is not to the satisfaction of the company, the 
company will NOT provide an offer of employment and the training will be discontinued.   

n) The Company may terminate your training at any time, with or without cause and with or without notice 
by providing 1 days’ notice and you will be paid stipend till the date of termination based on for the 
number of days you have attended training prorated on a total of 25 days of training for the month. 

o) If you absent yourself continuously for five (5) training days without any intimation, the Company will 
have the right to terminate the appointment with or without any notice. In the event of termination 
under this Clause, you shall not be entitled to either the notice period or stipend in lieu thereof. 

p) On successful completion of the training, you will be appointed as a confirmed employee of the company. 
On confirmed employment, the company agrees to pay you a salary based on the salary structure as 
mentioned below. You will have to sign the Company’s Terms & Conditions if you accept the employment 
with the company post completion of training. 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
q) You are appointment is on the basis of your educational qualifications and experience mentioned by you 

in your application / resume. In case, if the Company discovers the facts mentioned therein are 
incorrect, non-disclosure of any relevant information about you, the Company reserves the right to 
terminate your appointment without any notice or Stipend in lieu thereof.  

r) During your training, you may have access to trade secrets and confidential business information 
belonging to the Company. By accepting this appointment, you acknowledge that you must keep all of 
this information strictly confidential, and refrain from using it for your own purposes or from disclosing it 
to anyone outside the Company. In addition, you agree that, upon conclusion of your training, you will 
immediately return to the Company all of its property, equipment, and documents, including 
electronically stored information. 

s) By accepting this appointment, you agree that throughout your training, you will observe the Company 
policies and practices governing the conduct of our business and employees, HR policy, ISMS policy, local 
laws, ordinances, regulations, and codes in the performance of any obligation by you in India. You further 
agree to indemnify the Company against any loss or damage that may be sustained by reason of failure on 
your part to observe / comply with the laws. 

t) You shall not indulge in or do any act, omission or deed which may expose the Company or any of its 
subsidiaries or affiliates to any loss and / or damage and / or prosecution under any law whether in India. 
You further agree to hold harmless and indemnify the Company, its subsidiaries or affiliates against such 
loss and/or damage and / or prosecution. You shall, at no time hold or represent yourself as the agent of 
the Company nor shall you do any act or thing liable or calculated to induce others to believe that you 

Particulars Monthly INR Annual INR 

Basic Salary 4,400 52,800 

House Rent Allowance 1,100 13,200 

Shift Allowance 3,000 36,000 

Statutory Bonus 1,400 16,800 

Total Monthly Gross  9,900 118,800 

Employer Provident Fund 888 10,650 

Gratuity 212 2,538 

Employer Contribution to ESI 276 3,315 

Group Medical & Personal Accident Insurance 70 840 

Grand Total 11,346 136,149 
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are the agent of the Company. You shall under no circumstances impose or attempt to impose any 
contractual or other obligations on the Company or pledge the Company’s credit without the prior 
written approval of the Company. 

u) Any Asset which is provided by Company to use including Mobile Phones, Official Phone Number, and 
Laptop should be used only for Official purpose only. The said assets should be returned back to the 
Company. 

 
General: 
 
a) This appointment letter and its terms and provisions shall be read and construed in accordance with, and 

governed by, Indian Law and the parties irrevocably submit to the exclusive jurisdiction of the Chennai 
Courts. 

b) The terms and conditions in this Agreement are subject to vary, any required changes to the terms and 
conditions of this Agreement shall be made from time to time, at the Company’s discretion. You shall 
agree to comply with the same. This Agreement shall supersede all prior Agreements, negotiations, 
representations, (except fraudulent representations) and proposals (written and oral) relating to its 
subject matter. The terms and conditions of this letter should be kept strictly confidential. 

 
Please acknowledge your acceptance of this offer by signing and returning one copy of this Appointment to 
the undersigned.  

 
 
For Yalamanchili School of Learning Pvt. Ltd.  
 
   
 

 
 
 
Ms. S. Bhargavi          
Manager – Human Resources  
_________________________________________________________________________________________  
 
 
 

I, ____________________________ acknowledge and agree with the above terms and conditions of my 
appointment with YALAMANCHILI. 
 
 
 
Signature ……………………………………………      Date …………………..…... 
 
 



MARUTHI 
INDU STRIES 

Date: 06/07/2021

Dear M. Hanisha, 

Sub: Offer Letter for Employment

We are pleased to offer you the position of "Accountant" at 

Maruthi industries. We feel confident that you will contribute the skills 

and knowledge to the growth of organization.

As per the discussion, your starting date will be on 07/07/2021. Please 

find the employee handbook enclosed here with which contains the 

benefits offered by our organization.

Please confirm your acceptance of this offer by signing and returning the 

copy of this letter. 

We look forward to welcome you on board. 

Sincerely,

Mobile 93425 68878 
0ice 
Fax 

044 4507 2439 
044 2999 4797 

indussaruthi20202gmail.co S.NO-167/,P.NO-6, 2nd Street, Krishnaveni Ammal Nagar 
Ayyappathangal, Chennai 600 056, Tamil Nadu, India website Www.imdusImaruthi.com 



Offer: BUSINESS PROCESS SERVICES
Ref: TCSL/DT20217708460/Chennai/BPS/BTN
Date: 15/09/2021

Ms. Keerthana  S
1/1717 Thiruvallur High Road,
Gandhi Nagar,Redhills Chennai 52
Redhills Chennai 52
Chennai-600052
Tamil Nadu
Tel# 91-9840253503

Dear Ms. Keerthana  S,

Sub: Letter of Offer and Terms of Traineeship

Thank you for exploring training opportunities with Tata Consultancy Services Limited(TCSL). You have successfully 
completed our initial selection process and we are pleased to make you an offer as "Trainee BPS" for a period of 12 
months. During this period you will be paid a stipend of Rs. 13,000/- per month.You will be engaged as a Trainee / 
Apprentice under the model / certified Standing Orders (as the case may be) applicable to you. 

Kindly confirm your acceptance of this traineeship by proposing your date of joining and signing Annexure 1. If not 
accepted within 7 days of receipt, this offer is liable to lapse at the discretion of the Company. You may handover your 
acceptance letter to the HR Officer/ Induction Officer at any of our offices. 

After you accept this letter of traineeship and clear the medical check-up, and background check you will be given a 
letter of appointment as a trainee indicating the details of your joining date and initial place of posting after completing 
joining formalities as per company policy. 

TCS decision of releasing the Offer of Traineeship and allowing you to join the organization before completion of your 
final Graduation examination which has been uncertainly delayed owing to COVID-19 Pandemic, shall not be 
construed as a waiver of the condition specified in the Terms of Traineeship under clause 'Pre-requisites of 
Traineeship'. The status of your Graduation completion will be reviewed periodically. The Management reserves the 
right to revoke this Offer of Traineeship if it is later established that you could not successfully complete your 
Graduation without any pending arrears/backlogs. 
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OTHER BENEFITS

1. Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependents under the company's Health 
Insurance Scheme (HIS). You are automatically covered under a default HIS Plan. 

You have the flexibility to choose a plan which is higher than the existing default plan, by paying the applicable 
additional premium plus Service Tax, in which case the below benefits can be availed: 

a) Domiciliary Cover: This is a provision to cover the cost incurred towards any domiciliary treatment up to a 
specified limit for each insured person per annum. 

b) Base Cover: This is a provision to cover the cost incurred on hospitalization treatments up to a specified limit for 
each insured person per annum. 

c) Floater Cover: This benefit covers the hospitalization expenses incurred over and above the basic 
hospitalization cover limit. This is a family floater cover for you and your enrolled dependents. 

The total premium is split between Base Cover and Floater Cover Premium as per the plan applicable. 

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

ii. Floater Cover Premium: Towards Floater cover is to be borne by you. 

*Note: The above Health Insurance Scheme is subject to revision. The policy changes if any, in future, will prevail 
. For further details, please refer to the policy document 

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

3. Social Security - Employees' State Insurance:
The company will contribute 4.75% of your stipend or such amount as determined by law towards ESI

contribution till you remain covered under Employee's State Insurance Act, 1948.

4. Compensation Benefits under ESI Act / Employees' Compensation Act:
Till you are covered under Employees State Insurance Act (ESI Act), you are entitled to claim the benefits in the 
event of accidental injury resulting into death or disablement arising out of and in the course of Traineeship, from 
Employees' State Insurance Corporation. 

When you will be out of the purview of ESI Act, you will be eligible for  compensation benefit  in the event of death 
/ disablement arising out of and in the course of Traineeship as per the Employee Compensation Act (Amendment 
Act of 2017) or the benefits under the Company's Group Term Life Insurance scheme / Personal accident 
insurance scheme as the case may be, whichever is more beneficial . For more details on this, refer TCS India 
policy - Group Life Insurance and TCS India policy - Health Insurance. 

5. Night Shift Stipend:
Trainees assigned to night shifts for training would be eligible for a Night Shift Stipend of Rs. 200/- per shift 
as per the company policy. 
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6. Process Specific Stipend:
Based on your allocation, to a process and on account of the process complexity involved, you may be eligible for 
additional process specific stipend, as defined by the Company. 

TERMS OF TRAINEESHIP

1. Traineeship Pre-requisites
Your appointment as a Trainee / Apprentice under the model / certified Standing Order will be subject to 
successful completion of your graduation examination without any pending arrears / back logs during the entire 
course duration. 

It is clearly understood, agreed and made abundantly clear that in case you do not successfully clear your 
graduation your traineeship with TCSL will be discontinued without any notice or notice pay 

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

2. Traineeship Period:
During the period of your training of 12 months, you may be required to undergo classroom and on the job 
training. During this period, you may be appraised to evaluate your performance and if your performance is found 
to be satisfactory, you may be absorbed / appointed in the regular employment of the Company at its sole 
discretion. 

It is hereby specifically clarified that the Company is under no obligation whatsoever to absorb / appoint you on 
regular basis upon successful completion of your training period of 12 months. You shall not be deemed to have 
been absorbed / appointed in the regular employment of the company, unless & until you receive a written 
communication in this regard from the Company. 

If your performance is found unsatisfactory, TCSL may terminate your traineeship forthwith by giving you 30 
calendar days' notice in writing or payment of stipend for 30 calendar days in lieu thereof. 

If you remain on unauthorized absence for a consecutive period of 3 days during the training programme without 
authorisation or intimation, a presumption shall arise that you have abandoned your traineeship and the company 
shall be entitled to disqualify and disentitle you forthwith for any further training and your name is liable to be 
automatically stand discontinued from the list of ILP trainees without any further intimation / separate 
communication to you. 

3. Hours of Training:
You may be required to undergo training in shifts and / or in extended training hours as permitted by law. 

4. Leave:
You will be entitled for leaves as per the company's policy. 

5. Transport:
TCS BPS provides company transport facility within a pre-defined radius for each location as defined in the 
company transport policy. TCS employees living beyond these boundaries would be required to make their own 
arrangements and the routes are predetermined and not permitted to be varied under any circumstances. The 
company will make appropriate provisions for those working in night shift as permitted by law/ policy. 

6. Alternative Occupation / Traineeship:
During the period of your traineeship at TCSL, you are not permitted to undertake any other traineeship, 
employment, business, assume any public or private office, honorary or remunerative, without the prior written 
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permission of the company. 

7. Confidentiality, Data and Intellectual Property Protection:
As part of the joining formalities, you are required to sign a Confidentiality, Data and IP Protection Terms, which 
aims to protect the intellectual property rights and business information of TCSL and its clients. The detailed 
Confidentiality, Data and IP Protection related terms and conditions are set out in Annexure 2 

8. TATA Code of Conduct:
You are required to sign the TATA Code of Conduct and follow the same in your day to day conduct as a trainee 
of TCSL. 

9. Notice Period:
You will have to give at least 30 calendar days' prior notice in writing before discontinuing your traineeship with the 
Company. The Company may discontinue your traineeship by giving you 30 calendar days' notice in writing or 
payment of stipend for 30 days in lieu thereof. 

10.  Medical Test:
You are required to undergo a pre-Traineeship medical check-up and obtain a fitness certificate from the 
registered medical practitioner/Doctor. This is a pre-condition for Traineeship. Please collect the medical check-up 
authorization letter from the company HR executive, at the time of submitting your written acceptance of this offer. 
To verify your identification, we request you to carry a photograph and a photo identification document issued by 
government like passport, PAN card, Election Card, Driving License etc. If you are a campus recruit, you may 
produce your current educational institute`s photo identification card in the absence of government photo 
identification document. 

Retention of reasonable medical fitness is also a condition of Traineeship. The company also reserves the right to 
get yourself examined by a doctor at any time during your Traineeship and futher employment(if absorbed in 
Regular Employment) to ascertain your medical fitness. The opinion of the doctor appointed by the company shall 
be final and binding on both parties. Your failure, refusal or inability to appear for such medical examination will 
result in the determination of your Traineeship or Employment as the case may be without any notice or notice 
pay in lieu of notice. 

Your Traineeship or further Employment (if absorbed in Regular Employment) is liable to be discontinued / 
terminated on account of your continued ill health or if you are found to be medically unfit for the job as may be 
certified by the company's doctor. 

11. Background Check:
Your traineeship will be subject to a background check in line with the Company's background check policy. A 
specially appointed agency will conduct internal and external background checks. Normally, such checks are 
completed within one month of joining. If the background checks are unfavorable or at a variance with your own 
declarations, your traineeship will be discontinued without any notice. 

12. Submission of Documents:
At the time of your joining traineeship, photocopy of the following documents should be submitted. Please carry 
the original copies for verification. 

- Standard X and XII Mark sheets equivalent
- Degree certificate and mark sheets for all semesters
- Postgraduate degree certificate and mark sheets for all semesters (if you are a Post-graduate)
- Birth Certificate / Proof of Age
- Passport
- 6 photographs - passport size
- An affidavit / notarised undertaking that there is no criminal offence registered/pending against you.
Your original documents will be returned to you after verification. 
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13. Initial Learning Programme (ILP)
On joining TCSL as Trainee, you will be given the benefit of formal & on the job training ("Initial Learning 
Programme") at the location, as identified, for such a period as TCSL may decide. The said training programme 
forms a critical part of your traineeship and is an ongoing process. TCSL continues to make investment on training 
and development of its trainees. This will be of immense value to you and a large part of ownership and 
commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing process and a formal 
evaluation will be carried out during the training. We would request that the training be taken very seriously to 
enable you to add maximum value to your professional and personal growth. 

14. Letter of Appointment
Your will be issued a letter of appointment on your joining and after completing joining formalities as per TCSL 
policy 

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

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

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

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

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

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

16. Terms and conditions:
The above terms and conditions of traineeship are specific to your traineeship period in India. 

17. Rules and Regulations of the Company:
Your traineeship will be governed by the policies, rules, regulations, practices, processes and procedures of the 
Company as applicable to you and the changes therein from time to time. 

18. Compliance to all clauses:
You will be required to fulfill all the terms and conditions mentioned in this letter of offer of traineeship. Any failure 
to fulfill any term and /or condition and/or failure to clear any test successfully would entitle TCSL in withdrawing 
this letter of traineeship at its sole discretion. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not interested in the Traineeship 
and this offer will be automatically withdrawn. Post acceptance of TCSL offer letter if you fail to join on the date 
provided in the TCSL joining letter, the offer will stand automatically terminated at the sole discretion of TCSL . 

We look forward to having you in our global team. 

Yours Sincerely, 

For Tata Consultancy Services Limited. 
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Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click Here or use a QR code scanner from your

mobile to validate the offer letter

Encl: Annexure 1: Acceptance
        Annexure 2: Confidentiality, Data and Intellectual Property Protection Terms



ANNEXURE 1

For the candidate to complete:

This is to confirm that I have received the letter of offer and Terms of Traineeship ref No   
TCSL/DT20217708460/Chennai/BPS/BTN on _____________ (MMM/DD/YYYY).   
I hereby accept this Offer and intend to join traineeship on:

Signature:

Name:
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Annexure 2

                                   Confidentiality, Data and Intellectual Property Protection Terms

1. Confidential Information
"Conf ident ia l  Informat ion" shal l  mean al l  Invent ions and Know-how, informat ion and mater ia l  
of TCS and its subsidiaries as applicable (Collectively termed as TCS) (including for avoidance of doubt any 
Confidential Information of its Clients) that comes into the possession or know of the Associate and shall include 
the following: 

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

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

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

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, gathered or collected or 
obtained by the Associate in the course of or arising out of the association with TCS or while in or in connection 
with or for the purposes of his/her association with TCS or any of the operations and entrusted by TCS to the 
Associate. 

2. Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade secret of TCS. Associate 
agrees not to use, or cause to be used, or disclose or divulge or part with either directly or indirectly any 
Confidential Information for the benefit of or to any third parties except for or on behalf of or as directed or 
authorized by TCS or to a person having a valid contract with TCS . Upon termination of employment, the 
Associate agrees to surrender to TCS all Confidential Information that he or she may then possess or have under 
his or her control. 

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

4. Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no knowledge of the 
Confidential Information of TCS and that such Confidential Information is of a confidential and secret character 
and is vital to the continued success of TCS's business. Associate further acknowledges that he or she is 
associated with TCS in a capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential Information, it is necessary 
for TCS to protect such Confidential Information by holding it secret and confidential. 

5. Use of third party material
Associate expressly agrees that Associate shall not in the course of his or her association with TCS and while 
working on the premises or facilities of TCS or its Clients or in connection with the development of any intellectual 
property rights or work for or on behalf of TCS; 

a) use any third party material or intellectual property rights except those intellectual property rights provided by 
TCS or expressly authorised by TCS or without having proper authorisation or license or approval of the 
respective owner of such intellectual property rights. 

b) Participate in any activity for creation (including conception, design, development, testing, implementation, 
support or marketing) of any Intellectual Property for or on behalf of TCS or its affiliates if Associate has been 
exposed, directly or indirectly, to any Third Party IP which is in the same subject area (such as research area, 
technology or application area) as, or which is same or similar to, the Intellectual Property or any portion thereof, 
to be so created, unless; 

i) Associate has expressly declared to TCS in a prescribed form whether such exposure was owing to publically 
available information or under and subject to any agreement; AND 

ii) TCS has expressly confirmed to the Associate that TCS has proper authorization or license or approval of the 
respective owner of such Third Party IP to use the same in Intellectual Property or portion thereof to be created 
and authorized in writing Associate's participation in such activity. 

c) knowingly access, make reference to or use any Third Party IP (except as permitted under Section 5(a), 
directly or indirectly, during the period of association with the creation (conception, design, development, testing, 
implementation, support or marketing) of TCS Intellectual Property or portion thereof, which is in the same subject 
area of TCS Intellectual Property or which is same or similar to such TCS Intellectual Property or portion thereof 
being created. In case, Associate access or is exposed to any such Third Party IP during such association, 
Associate shall promptly bring it to the notice of TCS IP asset owner or TCS project manager in writing and 
immediately cease to participate in any such activity 

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

6.2 Associate acknowledge and agree that in the course of, and as a result of his/her engagement with TCS, 
Associate will have access to, obtain or come across personal data or information of other TCS Associates or 
Clients, including without limitation, sensitive personal data or information (collectively "Personal Data and 
Information") within the meaning of the applicable Indian Law and Rules or any other applicable Law, directive or 
regulation anywhere in the world. In respect of any such Personal Data and Information accessed, obtained, 
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acquired or processed by Associate for and on behalf of TCS, its affiliates or Clients, Associate undertake that 
he/she will: 

(a) process the Personal Data and Information only on behalf of TCS, its Affiliates or Clients, as the case may be, 
and only on and in accordance with instructions received from the data controller from time to time; 

(b) abide by such technical and organizational measures necessary to prevent the accidental or 
unlawful destruction or accidental loss, alteration, un-authorized disclosure or access to the Personal Data and 
Information; 

(c) promptly (and in any event within 24 hours of awareness) bring to notice of TCS or its Affiliates, as the case 
may be, of any actual or suspected incident of unauthorized or accidental disclosure of, or access to, the Personal 
Data and Information or other breach of this section (a "Security Breach"); 

(d) promptly provide TCS with all information in Associate's notice, possession or control concerning any Security 
Breach and not make any public announcement regarding a Security Breach without TCS's prior written consent; 

(e) not do, or omit to do, anything, which would cause TCS or any of its employees, officers or agents to be in 
breach of its obligations under any privacy or data protection policy, regulation or legislation; 

(f) upon expiry or termination of Associate's engagement with TCS, return all copies of the Personal Data and 
Information to TCS in Associate's possession or control; and 

(g) promptly bring to TCS notice of any request received from a data subject to have access to his/her Personal 
Data and Information or of any other communication relating to the access, use or processing of any Personal 
Data and Information (including any notice from the regulatory body) and fully co-operate and assist TCS in 
relation to any such request or communication. 

6.3 Associate expressly consent that TCS and/or its affiliates may collect, use, transfer, retain or otherwise 
process Associate's Personal Data and Information in connection with his/her engagement with TCS, in 
accordance with the then / current TCS policies and procedures and applicable privacy and data protection 
legislation. TCS may use third party services or sub-contractors to collect or otherwise process Associate's 
Personal Data and Information for which TCS shall remain responsible for such third party services provider or 
sub-contractor's compliance with TCS's obligations hereunder. 

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

8. No License
TCS and Associate agree that no license under any patent or copyright now existing or hereafter obtained by TCS 
is granted, agreed to be granted, or implied by the terms of this Agreement, or by the disclosure to Associate of 
the Confidential Information. 

9. Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession and / or knowledge of 
Associate is of a unique, highly confidential and proprietary nature. It is further acknowledged by Associate that 
the disclosure, distribution, dissemination and / or release by Associate of the Confidential Information without the 
prior written consent of TCS or any breach of the Confidentiality, Data and IP Protection Terms by Associate will 
cause TCS to suffer severe, immediate and irreparable damage and that upon any such breach or any threat 
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thereof, TCS shall without prejudice to any other remedies available to it, be entitled to appropriate equitable relief 
including the relief of specific performance and injunctive relief, in addition to whatever remedies it might have at 
law. 

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

(b)In the event of any dispute or disagreement over the interpretation of any of the terms herein 
contained or any claim or liability of any party, the same shall be referred to a person to be nominated by TCS, 
whose decision shall be final and binding upon the parties hereto. Subject to the above, the arbitration shall be 
governed by the Arbitration and Conciliation Act, 1996 or any modifications or re-enactment thereof. Associate 
confirms that the fact that the arbitrator shall be a nominee of TCS shall not be a ground for objecting to such 
arbitration or challenging the decision of the arbitrator. The venue of arbitration shall be Mumbai. Subject to the 
above arbitration clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the laws of 
India. 

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

(d)This Confidentiality, Data and IP Protection Terms along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the parties and supersedes all 
prior agreements and understandings pertaining to the subject matter thereof. No delay of omission of either Party 
in exercising or enforcing any of their rights or remedies hereunder shall constitute a waiver thereof. 

(e)This Confidentiality, Data and IP Protection Terms may not be amended except in writing signed by authorized 
representatives of both parties. 

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

Please complete and return these documents to the TCSL HR executive, within 7 days of receiving this 
offer. 

This is to confirm that I have received the Letter of Offer on ________________ . 

I hereby accept this Offer and intend to join service on__________________. 

Name: 

Address: 

Signature: 

Date: 
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Offer: BUSINESS PROCESS SERVICES
Ref: TCSL/DT20217725663/Chennai/BPS/BTN
Date: 31/08/2021

Ms. Kaviya  K
20/1 Kalaignar Karunanidhi Road Saligramam Chennai-93
Kk Road Saligramam, Opposite To Kaveri High School
Saligramam Opposite To Kaveri High School Back Gate
Chennai-600093
Tamil Nadu
Tel# 91-9445012181

Dear Ms. Kaviya  K,

Sub: Letter of Offer and Terms of Traineeship

Thank you for exploring training opportunities with Tata Consultancy Services Limited(TCSL). You have successfully 
completed our initial selection process and we are pleased to make you an offer as "Trainee BPS" for a period of 12 
months. During this period you will be paid a stipend of Rs. 13,000/- per month.You will be engaged as a Trainee / 
Apprentice under the model / certified Standing Orders (as the case may be) applicable to you. 

Kindly confirm your acceptance of this traineeship by proposing your date of joining and signing Annexure 1. If not 
accepted within 7 days of receipt, this offer is liable to lapse at the discretion of the Company. You may handover your 
acceptance letter to the HR Officer/ Induction Officer at any of our offices. 

After you accept this letter of traineeship and clear the medical check-up, and background check you will be given a 
letter of appointment as a trainee indicating the details of your joining date and initial place of posting after completing 
joining formalities as per company policy. 

TCS decision of releasing the Offer of Traineeship and allowing you to join the organization before completion of your 
final Graduation examination which has been uncertainly delayed owing to COVID-19 Pandemic, shall not be 
construed as a waiver of the condition specified in the Terms of Traineeship under clause 'Pre-requisites of 
Traineeship'. The status of your Graduation completion will be reviewed periodically. The Management reserves the 
right to revoke this Offer of Traineeship if it is later established that you could not successfully complete your 
Graduation without any pending arrears/backlogs. 
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OTHER BENEFITS

1. Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependents under the company's Health 
Insurance Scheme (HIS). You are automatically covered under a default HIS Plan. 

You have the flexibility to choose a plan which is higher than the existing default plan, by paying the applicable 
additional premium plus Service Tax, in which case the below benefits can be availed: 

a) Domiciliary Cover: This is a provision to cover the cost incurred towards any domiciliary treatment up to a 
specified limit for each insured person per annum. 

b) Base Cover: This is a provision to cover the cost incurred on hospitalization treatments up to a specified limit for 
each insured person per annum. 

c) Floater Cover: This benefit covers the hospitalization expenses incurred over and above the basic 
hospitalization cover limit. This is a family floater cover for you and your enrolled dependents. 

The total premium is split between Base Cover and Floater Cover Premium as per the plan applicable. 

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

ii. Floater Cover Premium: Towards Floater cover is to be borne by you. 

*Note: The above Health Insurance Scheme is subject to revision. The policy changes if any, in future, will prevail 
. For further details, please refer to the policy document 

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

3. Social Security - Employees' State Insurance:
The company will contribute 4.75% of your stipend or such amount as determined by law towards ESI

contribution till you remain covered under Employee's State Insurance Act, 1948.

4. Compensation Benefits under ESI Act / Employees' Compensation Act:
Till you are covered under Employees State Insurance Act (ESI Act), you are entitled to claim the benefits in the 
event of accidental injury resulting into death or disablement arising out of and in the course of Traineeship, from 
Employees' State Insurance Corporation. 

When you will be out of the purview of ESI Act, you will be eligible for  compensation benefit  in the event of death 
/ disablement arising out of and in the course of Traineeship as per the Employee Compensation Act (Amendment 
Act of 2017) or the benefits under the Company's Group Term Life Insurance scheme / Personal accident 
insurance scheme as the case may be, whichever is more beneficial . For more details on this, refer TCS India 
policy - Group Life Insurance and TCS India policy - Health Insurance. 

5. Night Shift Stipend:
Trainees assigned to night shifts for training would be eligible for a Night Shift Stipend of Rs. 200/- per shift 
as per the company policy. 
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6. Process Specific Stipend:
Based on your allocation, to a process and on account of the process complexity involved, you may be eligible for 
additional process specific stipend, as defined by the Company. 

TERMS OF TRAINEESHIP

1. Traineeship Pre-requisites
Your appointment as a Trainee / Apprentice under the model / certified Standing Order will be subject to 
successful completion of your graduation examination without any pending arrears / back logs during the entire 
course duration. 

It is clearly understood, agreed and made abundantly clear that in case you do not successfully clear your 
graduation your traineeship with TCSL will be discontinued without any notice or notice pay 

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

2. Traineeship Period:
During the period of your training of 12 months, you may be required to undergo classroom and on the job 
training. During this period, you may be appraised to evaluate your performance and if your performance is found 
to be satisfactory, you may be absorbed / appointed in the regular employment of the Company at its sole 
discretion. 

It is hereby specifically clarified that the Company is under no obligation whatsoever to absorb / appoint you on 
regular basis upon successful completion of your training period of 12 months. You shall not be deemed to have 
been absorbed / appointed in the regular employment of the company, unless & until you receive a written 
communication in this regard from the Company. 

If your performance is found unsatisfactory, TCSL may terminate your traineeship forthwith by giving you 30 
calendar days' notice in writing or payment of stipend for 30 calendar days in lieu thereof. 

If you remain on unauthorized absence for a consecutive period of 3 days during the training programme without 
authorisation or intimation, a presumption shall arise that you have abandoned your traineeship and the company 
shall be entitled to disqualify and disentitle you forthwith for any further training and your name is liable to be 
automatically stand discontinued from the list of ILP trainees without any further intimation / separate 
communication to you. 

3. Hours of Training:
You may be required to undergo training in shifts and / or in extended training hours as permitted by law. 

4. Leave:
You will be entitled for leaves as per the company's policy. 

5. Transport:
TCS BPS provides company transport facility within a pre-defined radius for each location as defined in the 
company transport policy. TCS employees living beyond these boundaries would be required to make their own 
arrangements and the routes are predetermined and not permitted to be varied under any circumstances. The 
company will make appropriate provisions for those working in night shift as permitted by law/ policy. 

6. Alternative Occupation / Traineeship:
During the period of your traineeship at TCSL, you are not permitted to undertake any other traineeship, 
employment, business, assume any public or private office, honorary or remunerative, without the prior written 
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permission of the company. 

7. Confidentiality, Data and Intellectual Property Protection:
As part of the joining formalities, you are required to sign a Confidentiality, Data and IP Protection Terms, which 
aims to protect the intellectual property rights and business information of TCSL and its clients. The detailed 
Confidentiality, Data and IP Protection related terms and conditions are set out in Annexure 2 

8. TATA Code of Conduct:
You are required to sign the TATA Code of Conduct and follow the same in your day to day conduct as a trainee 
of TCSL. 

9. Notice Period:
You will have to give at least 30 calendar days' prior notice in writing before discontinuing your traineeship with the 
Company. The Company may discontinue your traineeship by giving you 30 calendar days' notice in writing or 
payment of stipend for 30 days in lieu thereof. 

10.  Medical Test:
You are required to undergo a pre-Traineeship medical check-up and obtain a fitness certificate from the 
registered medical practitioner/Doctor. This is a pre-condition for Traineeship. Please collect the medical check-up 
authorization letter from the company HR executive, at the time of submitting your written acceptance of this offer. 
To verify your identification, we request you to carry a photograph and a photo identification document issued by 
government like passport, PAN card, Election Card, Driving License etc. If you are a campus recruit, you may 
produce your current educational institute`s photo identification card in the absence of government photo 
identification document. 

Retention of reasonable medical fitness is also a condition of Traineeship. The company also reserves the right to 
get yourself examined by a doctor at any time during your Traineeship and futher employment(if absorbed in 
Regular Employment) to ascertain your medical fitness. The opinion of the doctor appointed by the company shall 
be final and binding on both parties. Your failure, refusal or inability to appear for such medical examination will 
result in the determination of your Traineeship or Employment as the case may be without any notice or notice 
pay in lieu of notice. 

Your Traineeship or further Employment (if absorbed in Regular Employment) is liable to be discontinued / 
terminated on account of your continued ill health or if you are found to be medically unfit for the job as may be 
certified by the company's doctor. 

11. Background Check:
Your traineeship will be subject to a background check in line with the Company's background check policy. A 
specially appointed agency will conduct internal and external background checks. Normally, such checks are 
completed within one month of joining. If the background checks are unfavorable or at a variance with your own 
declarations, your traineeship will be discontinued without any notice. 

12. Submission of Documents:
At the time of your joining traineeship, photocopy of the following documents should be submitted. Please carry 
the original copies for verification. 

- Standard X and XII Mark sheets equivalent
- Degree certificate and mark sheets for all semesters
- Postgraduate degree certificate and mark sheets for all semesters (if you are a Post-graduate)
- Birth Certificate / Proof of Age
- Passport
- 6 photographs - passport size
- An affidavit / notarised undertaking that there is no criminal offence registered/pending against you.
Your original documents will be returned to you after verification. 
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13. Initial Learning Programme (ILP)
On joining TCSL as Trainee, you will be given the benefit of formal & on the job training ("Initial Learning 
Programme") at the location, as identified, for such a period as TCSL may decide. The said training programme 
forms a critical part of your traineeship and is an ongoing process. TCSL continues to make investment on training 
and development of its trainees. This will be of immense value to you and a large part of ownership and 
commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing process and a formal 
evaluation will be carried out during the training. We would request that the training be taken very seriously to 
enable you to add maximum value to your professional and personal growth. 

14. Letter of Appointment
Your will be issued a letter of appointment on your joining and after completing joining formalities as per TCSL 
policy 

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

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

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

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

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

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

16. Terms and conditions:
The above terms and conditions of traineeship are specific to your traineeship period in India. 

17. Rules and Regulations of the Company:
Your traineeship will be governed by the policies, rules, regulations, practices, processes and procedures of the 
Company as applicable to you and the changes therein from time to time. 

18. Compliance to all clauses:
You will be required to fulfill all the terms and conditions mentioned in this letter of offer of traineeship. Any failure 
to fulfill any term and /or condition and/or failure to clear any test successfully would entitle TCSL in withdrawing 
this letter of traineeship at its sole discretion. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not interested in the Traineeship 
and this offer will be automatically withdrawn. Post acceptance of TCSL offer letter if you fail to join on the date 
provided in the TCSL joining letter, the offer will stand automatically terminated at the sole discretion of TCSL . 

We look forward to having you in our global team. 

Yours Sincerely, 

For Tata Consultancy Services Limited. 
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Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click Here or use a QR code scanner from your

mobile to validate the offer letter

Encl: Annexure 1: Acceptance
        Annexure 2: Confidentiality, Data and Intellectual Property Protection Terms



ANNEXURE 1

For the candidate to complete:

This is to confirm that I have received the letter of offer and Terms of Traineeship ref No   
TCSL/DT20217725663/Chennai/BPS/BTN on _____________ (MMM/DD/YYYY).   
I hereby accept this Offer and intend to join traineeship on:

Signature:

Name:
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Annexure 2

                                   Confidentiality, Data and Intellectual Property Protection Terms

1. Confidential Information
"Conf ident ia l  Informat ion" shal l  mean al l  Invent ions and Know-how, informat ion and mater ia l  
of TCS and its subsidiaries as applicable (Collectively termed as TCS) (including for avoidance of doubt any 
Confidential Information of its Clients) that comes into the possession or know of the Associate and shall include 
the following: 

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

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

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

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, gathered or collected or 
obtained by the Associate in the course of or arising out of the association with TCS or while in or in connection 
with or for the purposes of his/her association with TCS or any of the operations and entrusted by TCS to the 
Associate. 

2. Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade secret of TCS. Associate 
agrees not to use, or cause to be used, or disclose or divulge or part with either directly or indirectly any 
Confidential Information for the benefit of or to any third parties except for or on behalf of or as directed or 
authorized by TCS or to a person having a valid contract with TCS . Upon termination of employment, the 
Associate agrees to surrender to TCS all Confidential Information that he or she may then possess or have under 
his or her control. 

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

4. Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no knowledge of the 
Confidential Information of TCS and that such Confidential Information is of a confidential and secret character 
and is vital to the continued success of TCS's business. Associate further acknowledges that he or she is 
associated with TCS in a capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential Information, it is necessary 
for TCS to protect such Confidential Information by holding it secret and confidential. 

5. Use of third party material
Associate expressly agrees that Associate shall not in the course of his or her association with TCS and while 
working on the premises or facilities of TCS or its Clients or in connection with the development of any intellectual 
property rights or work for or on behalf of TCS; 

a) use any third party material or intellectual property rights except those intellectual property rights provided by 
TCS or expressly authorised by TCS or without having proper authorisation or license or approval of the 
respective owner of such intellectual property rights. 

b) Participate in any activity for creation (including conception, design, development, testing, implementation, 
support or marketing) of any Intellectual Property for or on behalf of TCS or its affiliates if Associate has been 
exposed, directly or indirectly, to any Third Party IP which is in the same subject area (such as research area, 
technology or application area) as, or which is same or similar to, the Intellectual Property or any portion thereof, 
to be so created, unless; 

i) Associate has expressly declared to TCS in a prescribed form whether such exposure was owing to publically 
available information or under and subject to any agreement; AND 

ii) TCS has expressly confirmed to the Associate that TCS has proper authorization or license or approval of the 
respective owner of such Third Party IP to use the same in Intellectual Property or portion thereof to be created 
and authorized in writing Associate's participation in such activity. 

c) knowingly access, make reference to or use any Third Party IP (except as permitted under Section 5(a), 
directly or indirectly, during the period of association with the creation (conception, design, development, testing, 
implementation, support or marketing) of TCS Intellectual Property or portion thereof, which is in the same subject 
area of TCS Intellectual Property or which is same or similar to such TCS Intellectual Property or portion thereof 
being created. In case, Associate access or is exposed to any such Third Party IP during such association, 
Associate shall promptly bring it to the notice of TCS IP asset owner or TCS project manager in writing and 
immediately cease to participate in any such activity 

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

6.2 Associate acknowledge and agree that in the course of, and as a result of his/her engagement with TCS, 
Associate will have access to, obtain or come across personal data or information of other TCS Associates or 
Clients, including without limitation, sensitive personal data or information (collectively "Personal Data and 
Information") within the meaning of the applicable Indian Law and Rules or any other applicable Law, directive or 
regulation anywhere in the world. In respect of any such Personal Data and Information accessed, obtained, 
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acquired or processed by Associate for and on behalf of TCS, its affiliates or Clients, Associate undertake that 
he/she will: 

(a) process the Personal Data and Information only on behalf of TCS, its Affiliates or Clients, as the case may be, 
and only on and in accordance with instructions received from the data controller from time to time; 

(b) abide by such technical and organizational measures necessary to prevent the accidental or 
unlawful destruction or accidental loss, alteration, un-authorized disclosure or access to the Personal Data and 
Information; 

(c) promptly (and in any event within 24 hours of awareness) bring to notice of TCS or its Affiliates, as the case 
may be, of any actual or suspected incident of unauthorized or accidental disclosure of, or access to, the Personal 
Data and Information or other breach of this section (a "Security Breach"); 

(d) promptly provide TCS with all information in Associate's notice, possession or control concerning any Security 
Breach and not make any public announcement regarding a Security Breach without TCS's prior written consent; 

(e) not do, or omit to do, anything, which would cause TCS or any of its employees, officers or agents to be in 
breach of its obligations under any privacy or data protection policy, regulation or legislation; 

(f) upon expiry or termination of Associate's engagement with TCS, return all copies of the Personal Data and 
Information to TCS in Associate's possession or control; and 

(g) promptly bring to TCS notice of any request received from a data subject to have access to his/her Personal 
Data and Information or of any other communication relating to the access, use or processing of any Personal 
Data and Information (including any notice from the regulatory body) and fully co-operate and assist TCS in 
relation to any such request or communication. 

6.3 Associate expressly consent that TCS and/or its affiliates may collect, use, transfer, retain or otherwise 
process Associate's Personal Data and Information in connection with his/her engagement with TCS, in 
accordance with the then / current TCS policies and procedures and applicable privacy and data protection 
legislation. TCS may use third party services or sub-contractors to collect or otherwise process Associate's 
Personal Data and Information for which TCS shall remain responsible for such third party services provider or 
sub-contractor's compliance with TCS's obligations hereunder. 

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

8. No License
TCS and Associate agree that no license under any patent or copyright now existing or hereafter obtained by TCS 
is granted, agreed to be granted, or implied by the terms of this Agreement, or by the disclosure to Associate of 
the Confidential Information. 

9. Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession and / or knowledge of 
Associate is of a unique, highly confidential and proprietary nature. It is further acknowledged by Associate that 
the disclosure, distribution, dissemination and / or release by Associate of the Confidential Information without the 
prior written consent of TCS or any breach of the Confidentiality, Data and IP Protection Terms by Associate will 
cause TCS to suffer severe, immediate and irreparable damage and that upon any such breach or any threat 
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thereof, TCS shall without prejudice to any other remedies available to it, be entitled to appropriate equitable relief 
including the relief of specific performance and injunctive relief, in addition to whatever remedies it might have at 
law. 

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

(b)In the event of any dispute or disagreement over the interpretation of any of the terms herein 
contained or any claim or liability of any party, the same shall be referred to a person to be nominated by TCS, 
whose decision shall be final and binding upon the parties hereto. Subject to the above, the arbitration shall be 
governed by the Arbitration and Conciliation Act, 1996 or any modifications or re-enactment thereof. Associate 
confirms that the fact that the arbitrator shall be a nominee of TCS shall not be a ground for objecting to such 
arbitration or challenging the decision of the arbitrator. The venue of arbitration shall be Mumbai. Subject to the 
above arbitration clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the laws of 
India. 

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

(d)This Confidentiality, Data and IP Protection Terms along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the parties and supersedes all 
prior agreements and understandings pertaining to the subject matter thereof. No delay of omission of either Party 
in exercising or enforcing any of their rights or remedies hereunder shall constitute a waiver thereof. 

(e)This Confidentiality, Data and IP Protection Terms may not be amended except in writing signed by authorized 
representatives of both parties. 

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

Please complete and return these documents to the TCSL HR executive, within 7 days of receiving this 
offer. 

This is to confirm that I have received the Letter of Offer on ________________ . 

I hereby accept this Offer and intend to join service on__________________. 

Name: 

Address: 

Signature: 

Date: 
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Provisional Offer : BUSINESS PROCESS SERVICES

Ref: TCSL/DT20217710606/Chennai/BPS/BTN

Date:16/06/2021

Dear Ms.  Sujatha  R,

Sub: Letter of Provisional Offer and Terms of Employment.

Thank you for exploring opportunities with Tata Consultancy Services Limited(TCSL). You have 

successfully completed our initial selection process and we are pleased to make you a provisional 

offer of Traineeship. 

You have been selected for a twelve month traineeship program at grade BPOS. You will receive a 

fixed monthly stipend during your internship. Your stipend amount will be decided on the basis of 

joining location and the process in which you will get allocation. The same will be communicated to 

you along with the detailed offer letter. 

Kindly confirm your acceptance on the traineeship offered by signing Annexure 1. If not accepted 

within 30 days of receipt, this offer of traineeship is liable to lapse at the discretion of the Company. 

This is a provisional offer of traineeship and should not be construed as an Offer of Employment 

from TCSL. A detailed offer of traineeship will follow within 7 days from completion of all 

documentation formalities and your aforesaid acceptance on this provisional offer. The Offer of 

traineeship will be made to you provided this - opportunity continues to be available with TCSL. 

Your traineeship with TCS is subject to your being declared medically fit and retaining that fitness 

during the tenure in the company and your Background / Reference check being favourable and 

acceptable to the Company. 

On joining and successful completion of all Joining formalities including the back ground verification, 

you will be issued a Letter of Appointment by TCSL. 

Your appointment will be governed by the policies, rules, regulations, practices, processes and 

procedures of TCSL as applicable to you and the changes therein from time to time. 
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Please also note, TCS BPS provides company transport facility within a pre-defined radius for each 

location as defined in the company transport policy. Those living beyond these boundaries would be 

required to make their own arrangements to reach the nearest location convenient to them from 

where they can be picked up or dropped. 

Yours Sincerely, 

For Tata Consultancy Services Limited. 
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Girish V. Nandimath

Global Head Talent Acquisition & AIP

Click Here or use a QR code scanner from your

mobile to validate the offer letter

ANNEXURE 1

For the candidate to complete:

This is to confirm that I have received & hereby accept the Provisional Letter of Traineeship Ref 

No TCSL/DT20217710606/Chennai/BPS/BTN on ________________(DD/MMM/YYYY).

Signature:

Name:

Date:



Offer: BUSINESS PROCESS SERVICES
Ref: TCSL/DT20217710617/Chennai/BPS/BTN
Date: 24/07/2021

Ms. Snega  V
Mig :352, Second Floor, Flat D
Second Main Road Tnhb Phase 1 Nolambur Scheme
Mogappair West
Chennai-600037
Tamil Nadu
Tel# -

Dear Ms. Snega  V,

Sub: Letter of Offer and Terms of Traineeship

Thank you for exploring training opportunities with Tata Consultancy Services Limited(TCSL). You have successfully 
completed our initial selection process and we are pleased to make you an offer as "Trainee BPS" for a period of 12 
months. During this period you will be paid a stipend of Rs. 13,000/- per month.You will be engaged as a Trainee / 
Apprentice under the model / certified Standing Orders (as the case may be) applicable to you. 

Kindly confirm your acceptance of this traineeship by proposing your date of joining and signing Annexure 1. If not 
accepted within 7 days of receipt, this offer is liable to lapse at the discretion of the Company. You may handover your 
acceptance letter to the HR Officer/ Induction Officer at any of our offices. 

After you accept this letter of traineeship and clear the medical check-up, and background check you will be given a 
letter of appointment as a trainee indicating the details of your joining date and initial place of posting after completing 
joining formalities as per company policy. 

TCS decision of releasing the Offer of Traineeship and allowing you to join the organization before completion of your 
final Graduation examination which has been uncertainly delayed owing to COVID-19 Pandemic, shall not be 
construed as a waiver of the condition specified in the Terms of Traineeship under clause 'Pre-requisites of 
Traineeship'. The status of your Graduation completion will be reviewed periodically. The Management reserves the 
right to revoke this Offer of Traineeship if it is later established that you could not successfully complete your 
Graduation without any pending arrears/backlogs. 
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OTHER BENEFITS

1. Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependents under the company's Health 
Insurance Scheme (HIS). You are automatically covered under a default HIS Plan. 

You have the flexibility to choose a plan which is higher than the existing default plan, by paying the applicable 
additional premium plus Service Tax, in which case the below benefits can be availed: 

a) Domiciliary Cover: This is a provision to cover the cost incurred towards any domiciliary treatment up to a 
specified limit for each insured person per annum. 

b) Base Cover: This is a provision to cover the cost incurred on hospitalization treatments up to a specified limit for 
each insured person per annum. 

c) Floater Cover: This benefit covers the hospitalization expenses incurred over and above the basic 
hospitalization cover limit. This is a family floater cover for you and your enrolled dependents. 

The total premium is split between Base Cover and Floater Cover Premium as per the plan applicable. 

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

ii. Floater Cover Premium: Towards Floater cover is to be borne by you. 

*Note: The above Health Insurance Scheme is subject to revision. The policy changes if any, in future, will prevail 
. For further details, please refer to the policy document 

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

3. Social Security - Employees' State Insurance:
The company will contribute 4.75% of your stipend or such amount as determined by law towards ESI

contribution till you remain covered under Employee's State Insurance Act, 1948.

4. Compensation Benefits under ESI Act / Employees' Compensation Act:
Till you are covered under Employees State Insurance Act (ESI Act), you are entitled to claim the benefits in the 
event of accidental injury resulting into death or disablement arising out of and in the course of Traineeship, from 
Employees' State Insurance Corporation. 

When you will be out of the purview of ESI Act, you will be eligible for  compensation benefit  in the event of death 
/ disablement arising out of and in the course of Traineeship as per the Employee Compensation Act (Amendment 
Act of 2017) or the benefits under the Company's Group Term Life Insurance scheme / Personal accident 
insurance scheme as the case may be, whichever is more beneficial . For more details on this, refer TCS India 
policy - Group Life Insurance and TCS India policy - Health Insurance. 

5. Night Shift Stipend:
Trainees assigned to night shifts for training would be eligible for a Night Shift Stipend of Rs. 200/- per shift 
as per the company policy. 
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6. Process Specific Stipend:
Based on your allocation, to a process and on account of the process complexity involved, you may be eligible for 
additional process specific stipend, as defined by the Company. 

TERMS OF TRAINEESHIP

1. Traineeship Pre-requisites
Your appointment as a Trainee / Apprentice under the model / certified Standing Order will be subject to 
successful completion of your graduation examination without any pending arrears / back logs during the entire 
course duration. 

It is clearly understood, agreed and made abundantly clear that in case you do not successfully clear your 
graduation your traineeship with TCSL will be discontinued without any notice or notice pay 

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

2. Traineeship Period:
During the period of your training of 12 months, you may be required to undergo classroom and on the job 
training. During this period, you may be appraised to evaluate your performance and if your performance is found 
to be satisfactory, you may be absorbed / appointed in the regular employment of the Company at its sole 
discretion. 

It is hereby specifically clarified that the Company is under no obligation whatsoever to absorb / appoint you on 
regular basis upon successful completion of your training period of 12 months. You shall not be deemed to have 
been absorbed / appointed in the regular employment of the company, unless & until you receive a written 
communication in this regard from the Company. 

If your performance is found unsatisfactory, TCSL may terminate your traineeship forthwith by giving you 30 
calendar days' notice in writing or payment of stipend for 30 calendar days in lieu thereof. 

If you remain on unauthorized absence for a consecutive period of 3 days during the training programme without 
authorisation or intimation, a presumption shall arise that you have abandoned your traineeship and the company 
shall be entitled to disqualify and disentitle you forthwith for any further training and your name is liable to be 
automatically stand discontinued from the list of ILP trainees without any further intimation / separate 
communication to you. 

3. Hours of Training:
You may be required to undergo training in shifts and / or in extended training hours as permitted by law. 

4. Leave:
You will be entitled for leaves as per the company's policy. 

5. Transport:
TCS BPS provides company transport facility within a pre-defined radius for each location as defined in the 
company transport policy. TCS employees living beyond these boundaries would be required to make their own 
arrangements and the routes are predetermined and not permitted to be varied under any circumstances. The 
company will make appropriate provisions for those working in night shift as permitted by law/ policy. 

6. Alternative Occupation / Traineeship:
During the period of your traineeship at TCSL, you are not permitted to undertake any other traineeship, 
employment, business, assume any public or private office, honorary or remunerative, without the prior written 
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permission of the company. 

7. Confidentiality, Data and Intellectual Property Protection:
As part of the joining formalities, you are required to sign a Confidentiality, Data and IP Protection Terms, which 
aims to protect the intellectual property rights and business information of TCSL and its clients. The detailed 
Confidentiality, Data and IP Protection related terms and conditions are set out in Annexure 2 

8. TATA Code of Conduct:
You are required to sign the TATA Code of Conduct and follow the same in your day to day conduct as a trainee 
of TCSL. 

9. Notice Period:
You will have to give at least 30 calendar days' prior notice in writing before discontinuing your traineeship with the 
Company. The Company may discontinue your traineeship by giving you 30 calendar days' notice in writing or 
payment of stipend for 30 days in lieu thereof. 

10.  Medical Test:
You are required to undergo a pre-Traineeship medical check-up and obtain a fitness certificate from the 
registered medical practitioner/Doctor. This is a pre-condition for Traineeship. Please collect the medical check-up 
authorization letter from the company HR executive, at the time of submitting your written acceptance of this offer. 
To verify your identification, we request you to carry a photograph and a photo identification document issued by 
government like passport, PAN card, Election Card, Driving License etc. If you are a campus recruit, you may 
produce your current educational institute`s photo identification card in the absence of government photo 
identification document. 

Retention of reasonable medical fitness is also a condition of Traineeship. The company also reserves the right to 
get yourself examined by a doctor at any time during your Traineeship and futher employment(if absorbed in 
Regular Employment) to ascertain your medical fitness. The opinion of the doctor appointed by the company shall 
be final and binding on both parties. Your failure, refusal or inability to appear for such medical examination will 
result in the determination of your Traineeship or Employment as the case may be without any notice or notice 
pay in lieu of notice. 

Your Traineeship or further Employment (if absorbed in Regular Employment) is liable to be discontinued / 
terminated on account of your continued ill health or if you are found to be medically unfit for the job as may be 
certified by the company's doctor. 

11. Background Check:
Your traineeship will be subject to a background check in line with the Company's background check policy. A 
specially appointed agency will conduct internal and external background checks. Normally, such checks are 
completed within one month of joining. If the background checks are unfavorable or at a variance with your own 
declarations, your traineeship will be discontinued without any notice. 

12. Submission of Documents:
At the time of your joining traineeship, photocopy of the following documents should be submitted. Please carry 
the original copies for verification. 

- Standard X and XII Mark sheets equivalent
- Degree certificate and mark sheets for all semesters
- Postgraduate degree certificate and mark sheets for all semesters (if you are a Post-graduate)
- Birth Certificate / Proof of Age
- Passport
- 6 photographs - passport size
- An affidavit / notarised undertaking that there is no criminal offence registered/pending against you.
Your original documents will be returned to you after verification. 
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13. Initial Learning Programme (ILP)
On joining TCSL as Trainee, you will be given the benefit of formal & on the job training ("Initial Learning 
Programme") at the location, as identified, for such a period as TCSL may decide. The said training programme 
forms a critical part of your traineeship and is an ongoing process. TCSL continues to make investment on training 
and development of its trainees. This will be of immense value to you and a large part of ownership and 
commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing process and a formal 
evaluation will be carried out during the training. We would request that the training be taken very seriously to 
enable you to add maximum value to your professional and personal growth. 

14. Letter of Appointment
Your will be issued a letter of appointment on your joining and after completing joining formalities as per TCSL 
policy 

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

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

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

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

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

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

16. Terms and conditions:
The above terms and conditions of traineeship are specific to your traineeship period in India. 

17. Rules and Regulations of the Company:
Your traineeship will be governed by the policies, rules, regulations, practices, processes and procedures of the 
Company as applicable to you and the changes therein from time to time. 

18. Compliance to all clauses:
You will be required to fulfill all the terms and conditions mentioned in this letter of offer of traineeship. Any failure 
to fulfill any term and /or condition and/or failure to clear any test successfully would entitle TCSL in withdrawing 
this letter of traineeship at its sole discretion. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not interested in the Traineeship 
and this offer will be automatically withdrawn. Post acceptance of TCSL offer letter if you fail to join on the date 
provided in the TCSL joining letter, the offer will stand automatically terminated at the sole discretion of TCSL . 

We look forward to having you in our global team. 

Yours Sincerely, 

For Tata Consultancy Services Limited. 
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Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click Here or use a QR code scanner from your

mobile to validate the offer letter

Encl: Annexure 1: Acceptance
        Annexure 2: Confidentiality, Data and Intellectual Property Protection Terms



ANNEXURE 1

For the candidate to complete:

This is to confirm that I have received the letter of offer and Terms of Traineeship ref No   
TCSL/DT20217710617/Chennai/BPS/BTN on _____________ (MMM/DD/YYYY).   
I hereby accept this Offer and intend to join traineeship on:

Signature:

Name:
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Annexure 2

                                   Confidentiality, Data and Intellectual Property Protection Terms

1. Confidential Information
"Conf ident ia l  Informat ion" shal l  mean al l  Invent ions and Know-how, informat ion and mater ia l  
of TCS and its subsidiaries as applicable (Collectively termed as TCS) (including for avoidance of doubt any 
Confidential Information of its Clients) that comes into the possession or know of the Associate and shall include 
the following: 

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

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

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

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, gathered or collected or 
obtained by the Associate in the course of or arising out of the association with TCS or while in or in connection 
with or for the purposes of his/her association with TCS or any of the operations and entrusted by TCS to the 
Associate. 

2. Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade secret of TCS. Associate 
agrees not to use, or cause to be used, or disclose or divulge or part with either directly or indirectly any 
Confidential Information for the benefit of or to any third parties except for or on behalf of or as directed or 
authorized by TCS or to a person having a valid contract with TCS . Upon termination of employment, the 
Associate agrees to surrender to TCS all Confidential Information that he or she may then possess or have under 
his or her control. 

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

4. Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no knowledge of the 
Confidential Information of TCS and that such Confidential Information is of a confidential and secret character 
and is vital to the continued success of TCS's business. Associate further acknowledges that he or she is 
associated with TCS in a capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential Information, it is necessary 
for TCS to protect such Confidential Information by holding it secret and confidential. 

5. Use of third party material
Associate expressly agrees that Associate shall not in the course of his or her association with TCS and while 
working on the premises or facilities of TCS or its Clients or in connection with the development of any intellectual 
property rights or work for or on behalf of TCS; 

a) use any third party material or intellectual property rights except those intellectual property rights provided by 
TCS or expressly authorised by TCS or without having proper authorisation or license or approval of the 
respective owner of such intellectual property rights. 

b) Participate in any activity for creation (including conception, design, development, testing, implementation, 
support or marketing) of any Intellectual Property for or on behalf of TCS or its affiliates if Associate has been 
exposed, directly or indirectly, to any Third Party IP which is in the same subject area (such as research area, 
technology or application area) as, or which is same or similar to, the Intellectual Property or any portion thereof, 
to be so created, unless; 

i) Associate has expressly declared to TCS in a prescribed form whether such exposure was owing to publically 
available information or under and subject to any agreement; AND 

ii) TCS has expressly confirmed to the Associate that TCS has proper authorization or license or approval of the 
respective owner of such Third Party IP to use the same in Intellectual Property or portion thereof to be created 
and authorized in writing Associate's participation in such activity. 

c) knowingly access, make reference to or use any Third Party IP (except as permitted under Section 5(a), 
directly or indirectly, during the period of association with the creation (conception, design, development, testing, 
implementation, support or marketing) of TCS Intellectual Property or portion thereof, which is in the same subject 
area of TCS Intellectual Property or which is same or similar to such TCS Intellectual Property or portion thereof 
being created. In case, Associate access or is exposed to any such Third Party IP during such association, 
Associate shall promptly bring it to the notice of TCS IP asset owner or TCS project manager in writing and 
immediately cease to participate in any such activity 

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

6.2 Associate acknowledge and agree that in the course of, and as a result of his/her engagement with TCS, 
Associate will have access to, obtain or come across personal data or information of other TCS Associates or 
Clients, including without limitation, sensitive personal data or information (collectively "Personal Data and 
Information") within the meaning of the applicable Indian Law and Rules or any other applicable Law, directive or 
regulation anywhere in the world. In respect of any such Personal Data and Information accessed, obtained, 
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acquired or processed by Associate for and on behalf of TCS, its affiliates or Clients, Associate undertake that 
he/she will: 

(a) process the Personal Data and Information only on behalf of TCS, its Affiliates or Clients, as the case may be, 
and only on and in accordance with instructions received from the data controller from time to time; 

(b) abide by such technical and organizational measures necessary to prevent the accidental or 
unlawful destruction or accidental loss, alteration, un-authorized disclosure or access to the Personal Data and 
Information; 

(c) promptly (and in any event within 24 hours of awareness) bring to notice of TCS or its Affiliates, as the case 
may be, of any actual or suspected incident of unauthorized or accidental disclosure of, or access to, the Personal 
Data and Information or other breach of this section (a "Security Breach"); 

(d) promptly provide TCS with all information in Associate's notice, possession or control concerning any Security 
Breach and not make any public announcement regarding a Security Breach without TCS's prior written consent; 

(e) not do, or omit to do, anything, which would cause TCS or any of its employees, officers or agents to be in 
breach of its obligations under any privacy or data protection policy, regulation or legislation; 

(f) upon expiry or termination of Associate's engagement with TCS, return all copies of the Personal Data and 
Information to TCS in Associate's possession or control; and 

(g) promptly bring to TCS notice of any request received from a data subject to have access to his/her Personal 
Data and Information or of any other communication relating to the access, use or processing of any Personal 
Data and Information (including any notice from the regulatory body) and fully co-operate and assist TCS in 
relation to any such request or communication. 

6.3 Associate expressly consent that TCS and/or its affiliates may collect, use, transfer, retain or otherwise 
process Associate's Personal Data and Information in connection with his/her engagement with TCS, in 
accordance with the then / current TCS policies and procedures and applicable privacy and data protection 
legislation. TCS may use third party services or sub-contractors to collect or otherwise process Associate's 
Personal Data and Information for which TCS shall remain responsible for such third party services provider or 
sub-contractor's compliance with TCS's obligations hereunder. 

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

8. No License
TCS and Associate agree that no license under any patent or copyright now existing or hereafter obtained by TCS 
is granted, agreed to be granted, or implied by the terms of this Agreement, or by the disclosure to Associate of 
the Confidential Information. 

9. Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession and / or knowledge of 
Associate is of a unique, highly confidential and proprietary nature. It is further acknowledged by Associate that 
the disclosure, distribution, dissemination and / or release by Associate of the Confidential Information without the 
prior written consent of TCS or any breach of the Confidentiality, Data and IP Protection Terms by Associate will 
cause TCS to suffer severe, immediate and irreparable damage and that upon any such breach or any threat 
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thereof, TCS shall without prejudice to any other remedies available to it, be entitled to appropriate equitable relief 
including the relief of specific performance and injunctive relief, in addition to whatever remedies it might have at 
law. 

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

(b)In the event of any dispute or disagreement over the interpretation of any of the terms herein 
contained or any claim or liability of any party, the same shall be referred to a person to be nominated by TCS, 
whose decision shall be final and binding upon the parties hereto. Subject to the above, the arbitration shall be 
governed by the Arbitration and Conciliation Act, 1996 or any modifications or re-enactment thereof. Associate 
confirms that the fact that the arbitrator shall be a nominee of TCS shall not be a ground for objecting to such 
arbitration or challenging the decision of the arbitrator. The venue of arbitration shall be Mumbai. Subject to the 
above arbitration clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the laws of 
India. 

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

(d)This Confidentiality, Data and IP Protection Terms along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the parties and supersedes all 
prior agreements and understandings pertaining to the subject matter thereof. No delay of omission of either Party 
in exercising or enforcing any of their rights or remedies hereunder shall constitute a waiver thereof. 

(e)This Confidentiality, Data and IP Protection Terms may not be amended except in writing signed by authorized 
representatives of both parties. 

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

Please complete and return these documents to the TCSL HR executive, within 7 days of receiving this 
offer. 

This is to confirm that I have received the Letter of Offer on ________________ . 

I hereby accept this Offer and intend to join service on__________________. 

Name: 

Address: 

Signature: 

Date: 
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Offer: Computer Consultancy 

Ref: TCSL/DT20217713068/Chennai 

Date: 01/06/2021 

 
Ms. NIRANJANI C 

Chennai-600092, 

Tamil Nadu. 

Tel# - 

 
Dear NIRANJANI C, 

 
Sub: Letter of Offer 

 
Thank you for exploring career opportunities with TATA Consultancy Services Limited (TCSL). 

You have successfully completed our initial selection process and we are pleased to make you 

an offer of employment. 

 
This offer is based on your profile and performance in the selection process. You have been 

selected for the position of Graduate Trainee in Grade YG. Your gross salary including all 

benefits will be `1,90,926/- per annum, as per the terms and conditions set out herein. 

 
Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 

accepted within 7 Days, this offer is liable to lapse at the discretion of TCS this offer will be 

automatically withdrawn. 

 
After you accept this offer, you will be given a joining letter indicating the details of your joining 

date and initial place of posting. The Joining letter will be issued to you only upon successful 

completion of your academic course and you meeting the TCS eligibility criteria. 

 
You will also be issued a letter of appointment at the time of your joining after completing joining 

formalities as per company policy. Your offer is subject to a positive background check. 
 

COMPENSATION AND BENEFITS 

 
BASIC SALARY 

You will be eligible for a basic salary of `7,950/- per month. 
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BOUQUET OF BENEFITS (BoB) 

Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 

defined framework, twice in a financial year. All the components will be disbursed on a monthly 

basis. 

 
The components under Bouquet of Benefits are listed below. The amounts given here for each of 

the components below are as per pre-defined structure. However you may want to re-distribute 

the BoB amount between the components as per your tax plan, once you join TCSL. To design 

your Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 

"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 

will be deducting tax at source as per income tax guidelines. 

 
1. House Rent Allowance (HRA) 

Your HRA will be `3,180/- per month. While restructuring your BoB amount to 

various components, it is mandatory that at least 5% of monthly basic pay be allocated 

towards HRA. 

 
2. Leave Travel Allowance 

You will be eligible for annual Leave Travel Allowance which is equivalent to one month's 

basic salary or a pro-rata amount in case you join during the financial year. This will be 

disbursed on a monthly basis along with the monthly salary. To avail income tax benefits, 

you need to apply for a minimum of three days of leave and submit supporting travel 

documents. 

 
3. Personal Allowance 

You will be eligible for a monthly personal allowance of of `0/- per month. This 

component is subject to review and may change as per TCSL's compensation policy. 

 
4. Food Card 

You will be eligible for a Food Card. It can be used to purchase food items at all domestic 

VISA enabled restaurants and fast food restaurants including TCS cafeterias.As per the 

Pre-Defined structure you will be eligible for a Food Card with an amount of `500/- 

being credited to this card per month. However you may want to re-distribute the BoB 

amount between the components as per your tax plan, once you join TCSL. 
 

PERFORMANCE PAY 

 
Monthly Performance Pay 

You will receive a monthly performance pay of `1,500/-. The same will be reviewed on 

completion of your first Anniversary with the company and will undergo a change basis your own 

ongoing individual performance. 
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This Pay shall be treated as productivity bonus in lieu of statutory profit bonus. 
 

OTHER BENEFITS  

 
Health Insurance Scheme 

TCSL brings the benefit of health insurance cover to you and your dependants under the 

company's Health Insurance Scheme(HIS). 

 
HIS offers the following benefits: 

 
1. Basic Cover 

i. Entitlement - Includes domiciliary expenses up to `6,000/- per insured person per 

annum and basic hospitalization expenses up to `2,00,000/- per insured person per 

annum. 

 
ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 

provided these members are explicitly enrolled by you under the scheme. Additionally, if 

you wish to cover dependent parents/parents-in-law or remaining children, the applicable 

premium per insured person is to be borne by you. 

 
2. Higher Hospitalisation 

Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your 

enrolled dependents will be automatically covered under Higher Hospitalisation benefits. 

 
i. Entitlement - You and your enrolled dependants will be entitled for `12, 00,000/- as a 

family floater coverage towards hospitalisation expenses, over and above the individual 

basic coverage. 

 
ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 

salary and the differential premium will be borne by TCSL. 

 
Maternity Leave 

Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 

commissioning mother,may avail maternity leave for twelve weeks. For more details on the 

benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave. 

 
Loans 

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

 
Tata Sons and Consultancy Services Employees' Welfare Trust (TWT) 

You will become a member of the TWT, on completion of continuous association of one year 
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from the date of joining TCSL. A nominal annual membership fee of `250/- will be recovered 

from you for the same. The Trust provides financial assistance by way of grants/ loans in 

accordance with the rules framed by the Trust from time to time for medical and educational 

purposes and in case of death of members while in service. 

 
Professional Memberships 

You will be eligible for reimbursement of expenses towards professional membership as per 

TCSL's policy. 
 

RETIRALS 

 
Provident Fund 

You will be a member of the Provident Fund as per the provisions of "The Employees Provident 

Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic 

salary every month as per the provisions of the said Act. 

 
Gratuity 

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

TERMS AND CONDITIONS 

 
1. Aggregate Percentage Requirements 

Your appointment will be subject to your scoring minimum aggregate (aggregate of all 

subjects in all semesters) marks of 50% or above (or equivalent CGPA as per the 

conversion formula prescribed by the Board / University) in the first attempt in each of 

your Standard Xth, Standard XIIth, Diploma (if applicable) and highest qualification 

(Graduation/ Post Graduation as applicable) which includes successful completion of your 

final semester/year without any pending arrears/backlogs. As per the TCSL eligibility 

criteria, marks/CGPA obtained during the normal duration of the course only will be 

considered to decide on the eligibility. 

 
As communicated to you through various forums during the recruitment process, your 

appointment is subject to completion of your course within the stipulated time as specified 

by your University/Institute and as per TCSL selection guidelines. 

 
It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 

work experience. The management reserves the right to withdraw/revoke the 

offer/appointment at any time at its sole discretion in case any discrepancy or false 

information is found in the details submitted by you. 

 
2. Training Period 

You will be required to undergo class room and on the job training in the first twelve 
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months (including the TCS Xperience Program as set out herein below), during which 

period you will be appraised for satisfactory performance during/after which TCSL would 

normally confirm you. 

 
This confirmation will be communicated to you in writing. If your performance is found 

unsatisfactory during the training period, the company may afford you opportunities to 

assist you and enable you to improve your performance. If your performance is still found 

unsatisfactory, TCSL may terminate your traineeship forthwith. 

 
However, TCSL may even otherwise at its sole discretion terminate the traineeship any 

time if your performance is not found satisfactory. The terms and conditions of the training 

will be governed by TCSL's training policy. TCSL reserves the right to modify or amend 

the training policy. 

 
If you remain unauthorizedly absent for a consecutive period of 3 days during the training 

program, you shall be deemed to have abandoned your traineeship and your name will 

automatically stand discontinued from the list of TCS Xperience trainees without any 

further intimation/separate communication to you. 

 
3. Working Hours 

Your working hours are governed by applicable law. You may be required to work in shifts 

and/or over time depending upon the business exigencies as permitted by law. 

 
4. Mobility 

TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 

affiliated companies in India or outside India, on the terms and conditions as applicable to 

you at the time of transfer. 

 
5. Compensation Structure / Salary components 

The compensation structure/salary components are subject to change as per TCSL's 

compensation policy from time to time at its sole discretion. 

 
6. Increments and Promotions 

Your performance and contribution to TCSL will be an important consideration for salary 

increments and promotions. Salary increments and promotions will be based on TCSL's 

Compensation and Promotion policy. 

 
7. Alternative Occupation / Employment 

Either during the period of your traineeship or during the period of your employment as a 

confirmed employee of TCSL, you are not permitted to undertake any other employment,  

business, assume any public or private office, honorary or remunerative, without the prior 

written permission of TCSL. 
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8. Confidentiality Agreement 

As part of your acceptance of this appointment as an employee with TCS you are 

required to maintain strict confidentiality of the intellectual property rights protected 

information and other business information of TCS and its clients which may be revealed 

to you by TCS or which may in the course of your engagement with TCS come your 

possession or knowledge unless specifically authorized to do so in writing by TCS. This 

Confidentiality Clause shall survive the termination or earlier determination of this 

Appointment. The detailed Confidentiality related terms and conditions are set out in 

Annexure 3. 

 
9. Service Agreement 

As TCSL will be incurring considerable expenditure on your training, you will be required 

to execute an agreement, to serve TCSL for a minimum period of 1 year after joining, 

failing which, you (and your surety) will be liable to pay TCSL `50,000/-towards the 

training expenditure. Service agreement duration of one year refers to continuous service 

of 12 months from date of joining TCSL and excludes the duration of Leave without pay 

(LWP) and/or unauthorized absence, if any. 

 
10. Overseas International Assignment Agreement 

If you are on international assignment, you will be covered by the TCS India 

Policy-International Assignments (from India to other Countries) from the date of 

placement for an international assignment. Accordingly, you will be required to sign the 

Overseas International Assignment Agreement/s and any other applicable related 

documents pertaining to the international assignment for which you are being placed In 

case of every international assignment that exceeds 30 days, you will be required to 

serve TCSL as per the Notice Period mentioned below. 

 
This is to ensure that the knowledge and information gained by you during your 

assignment is shared and available to TCSL and its associates. This transfer of 

knowledge and information is essential for TCSL to continue to serve its clients and 

customers better. If you are deputed internationally for training, you will be required to 

sign an agreement to serve TCSL for a minimum period of 6 months on completion of 

training. 

 
11. Terms and Conditions 

The above terms and conditions of employment are specific to your employment in India 

and there can be changes to the said terms and conditions in case of deputation on 

international assignments during the course of your employment. 
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12. TATA Code of Conduct 

You are required to sign the TATA Code of Conduct and follow the same in your 

day-to-day conduct as an associate of TCSL. 

 
13. Notice Period 

During your tenure with TCSL, either you or TCSL may terminate your traineeship / 

employment under this Agreement by providing 90 days written notice. The company 

reserves the right, to ask you to complete the notice period or adjust the earned vacation 

in lieu of entire or partial notice period. If your services, behaviour and/ or performance 

are not found satisfactory, TCSL may terminate your services by giving notice as 

mentioned herein above. No notice or payment in lieu thereof shall be applicable if your 

services are discontinued/terminated on account of any misconduct either during your 

traineeship period or upon completion of the traineeship period. 

 
You will be liable to pay TCSL `50,000/- in case you fail to serve TCSL for a minimum 

period of 1 year after joining in accordance with the Service Agreement clause. 

 
If you are covered under International Assignment Agreement, either you or TCSL can 

terminate the traineeship/appointment by giving 90 calendar days written notice as set out 

in the Separation Policy of TCSL. TCSL reserves the right if it is in the interest of the 

business and current assignment, to ask you to complete your notice period. 

 
14. Retirement 

You will retire from the services of TCSL on reaching your 60th birthday as per the proof 

of age submitted by you at the time of joining. 

 
15. Pre-employment Medical Certificate 

You are required to submit a Medical Certificate of Fitness (in the format prescribed by 

TCSL) which needs to be verified by a registered medical practitioner having a minimum 

qualification of MBBS to the Induction Coordinator. 

 
16. Employment of Non Indian Citizens 

In case, you are not a citizen of India, this offer is subject to your obtaining a work permit 

and / or any other permissions and / or documentation as prescribed by the Government 

of India. 

 
17. Background Check 

Your association with TCSL will be subject to a background check in line with TCSL's 

background check policy. A specially appointed agency will conduct internal and external 

background checks. Normally, such checks are completed within one month of joining.If 

the background check reveals unfavourable results, you will be liable to disciplinary action 
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including termination of traineeship/service without notice. 

 

 
18. Submission of Documents 

Please note that you should initiate and complete the upload of mandatory documents on 

the nextstep portal as soon as the offer letter is accepted (subject to availability of the 

documents) 

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

 
- Permanent Account Number (PAN) Card - You are required to submit a copy of your PAN 

card along with other joining forms, immediately on joining. As per Indian Income Tax 

rules, the PAN number is a mandatory requirement for processing salary 

- Aadhaar Card 

- Standard X and XII/Diploma mark sheets & Certificate 

- Degree certificate/Provisional Degree Certificate and mark sheets for all semesters of 

Graduation 

- Degree certificate and mark sheets for all semesters of your Post Graduation(if you are a 

Postgraduate) 

- Overseas Citizenship of India (applicable if you are not an Indian Nationality). For 

Srilankan Refugee, a Refugee Identity card along with Work Permit is required 

- Birth Affidavit on Rs100 stamp paper, if Birth Certificate not in English 

- Any other affidavits on Rs100 stamp paper if applicable (name affidavit for multiple 

names, signature affidavits, 

address affidavits etc.) 

- Passport / Acknowledgement letter of passport application 

- Gap/Break in career affidavit on Rs100 stamp paper, if gap is more than 6 months 

- 4 passport sized photographs 

- Medical Certificate (Should be made on the format provided by TCS along with the 

Joining letter) 

- An affidavit/notarized undertaking (Non-Criminal Affidavit, should be made on the format 

provided by TCSL) stating : 

*There is no criminal offence registered/pending against you 

*There is no disciplinary case pending against you in the university 

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

employer 

 
 

The original documents will be returned to you after verification. 

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

 
*PAN Card (Permanent Account Number) 

*Aadhaar Card (Not applicable for Nepal & Bhutan Citizenship) 

*Passport 

*NSR E-Card 

 
19. TCS Xperience Program 

On joining TCSL, you will be given the benefit of formal training (TCS Xperience Program) 

at our offices, as identified, for such period as TCSL may decide. 

 
The said training forms a critical part of your employment with TCSL and is an ongoing 

process. TCSL continues to make investment on training and continuing education of its 

professionals. This will be of immense value to you as a professional and a large part of 

the ownership and commitment has to come from you. 

 
As TCSL progresses with these initiatives, monitoring performance will be an ongoing 

process and a formal evaluation will be carried out during the training. The evaluation 

criteria which will be very transparent will be used as a basis for allocating people to 

projects/roles. We would request that the training be taken very seriously to enable you to 

add maximum value to your professional and personal growth. 

 
20. Letter of Appointment 

You will be issued a letter of appointment at the time of your joining and after completing 

joining formalities as per TCSL policy. 

 
 
21. Rules and Regulations of the Company 

Your appointment will be governed by the policies, rules, regulations, practices, 

processes and procedures of TCSL as applicable to you and the changes therein from 

time to time.The changes in the Policies will automatically be binding on you and no 

separate individual communication or notice will be served to this effect. However, the 

same shall be communicated on internal portal/Ultimatix. 

 
22. Compliance to all clauses 

You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to 

fulfill one or more of the terms and conditions and/or failure to clear one or more tests 

successfully would entitle TCSL to withdraw this offer letter anytime at its sole discretion. 



TCS Confidential 

TCSL/DT20217720903 

10 

 

 

 

 

23. Data Privacy Clause: 

(a) Your personal data collected and developed during recruitment process will be 

processed in accordance with the TCS Data Privacy Policy. The personal data referred 

therein are details related to contact, family, education, personal identifiers issued by 

government, social profile, background references, previous employment and experience, 

medical history, skillset, proficiency and certifications, job profile and your career 

aspirations. 

 
(b) It will be processed for various organizational purposes such as recruitment, 

onboarding, background check, project assignment, performance management, job 

rotation, career development including at leadership level, diversity and inclusion 

initiatives, global mobility, wellness program, statutory and legal requirements and 

specific organizational initiatives in force during your tenure in TCS. 

 
(c) After you join TCS, there would be more sets of Personal Information (PI) attributes 

processed for various legitimate purposes. All of it will be processed with compliance to 

applicable laws and the TCS Data Privacy Policy. In some scenarios of your PI 

processing, you will be provided with appropriate notice and/or explicit consent might be 

obtained from time to time. 

 
(d) For the purposes mentioned above, your required PI may be shared with specific 

vendor organizations who provide services to TCS, e.g. background check, health 

insurance, counselling, travel, transport and visa, payroll services, associate engagement 

activities, and financial and taxation services. 

 
(e) As TCS is a global company, your PI may be shared with entities outside India, limited 

for the purposes mentioned above and/or in this offer letter. 

 
(f) In case of oversees deputation, available privacy rights would be governed as per 

regulatory provisions and / or TCS policies/notice provided applicable at your overseas 

location. 
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Withdrawal of Offer 

If you fail to accept the offer from TCSL within 7 Days, it will be construed that you are not 

interested in this employment and this offer will be automatically withdrawn. 

 
Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 

letter, the offer will stand automatically terminated at the discretion of TCSL. 

 
We look forward to having you in our global team 

Yours Sincerely, 

 
 

For TATA Consultancy Services Limited 
 

Girish V. Nandimath 

Global Head Talent Acquisition & AIP 
 
 

 

Encl: Annexure 1: Benefits and Gross Salary 

Annexure 2: List of TCS Xperience Centres 

Annexure 3: Confidentiality and IP Terms 

 
 
 
 
 
 
 
 

 
Click here or use a QR code scanner from your mobile 

to validate the offer letter 
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GROSS SALARY SHEET Annexure 1 
 

Name Swarnamalya P 

Designation Graduate Trainee 

Institute Name Anna Adarsh College For Women 

 

Table 1: Compensation Details (All Components in INR) 

Component Category Monthly Annual 

1) Fixed Compensation 
  

Basic Salary 7,950 95,400 

Bouquet Of Benefits # 4,343 52,110 

2) Performance Pay 
  

Monthly Performance Pay 1,500 18,000 

3) Annual Components/Retirals 
  

Health Insurance*** NA 4,000 

Provident Fund 954 11,448 

Gratuity 382 4,589 

ESI Contribution## 
 

5,379 

Total of Annual Components & Retirals 1,336 20,037 

TOTAL GROSS 15,129 1,90,926 

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

defined Structure as given in Table 2 will be applicable. 

##Contribution towards Employees' State Insurance borne by TCS. 

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

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

Component Category Monthly Annual 

House Rent Allowance 3,180 38,160 

Leave Travel Assistance 663 7,950 

Food Card 500 6,000 

Personal Allowance 0 0 

GROSS BOUQUET OF BENEFITS 4,343 52,110 
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Confidentiality and IP Terms and Conditions 

Confidentiality and IP Terms and Conditions - Annexure 3: 

1. Confidential Information 

"Confidential Information" shall mean all Inventions and Know-how, information and 

material of TCS (including for avoidance of doubt any Confidential Information of its 

Clients) that comes into the possession or know of the Associate and shall include the 

following: 

 
(a) Any and all information processing programs, software, properties, items, information, 

data, material or any nature whatsoever or any parts thereof, additions thereto and 

materials related thereto, produced or created at any time by TCS or the Associate in the 

course of or in connection with or arising out of the Associate's association with TCS. 

Program/Software shall mean source code and/or machine instructions wherever resident 

and on whatever media and all related documentation and software, 

 
(b) All other information and material of TCS relating to design, method of construction, 

manufacture, operation, specifications, use and services of the TCS equipment and 

components, including, but not limited to, engineering and laboratory notebooks, reports, 

process data, test data, performance data, inventions, trade secrets, systems, software, 

object codes, source codes, copyrighted matters, methods, drawings, computations, 

calculations, computer programs, narrations, flow charts and all documentation therefore 

and all copies thereof (including for avoidance of doubt any such material belonging to the 

Clients of TCS). 

 
(c) Corporate strategies and other confidential and proprietary material and information, 

which could cause competitive harm to TCS if disclosed, 

 
(d) Customer and prospective customer lists, and 

 
(e) All other information and material, which may be created, developed, conceived, 

gathered or collected or obtained by the Associate in the course of or arising out of the 

association with TCS or while in or in connection with or for the purposes of his/her 

association with TCS or any of the operations and entrusted by TCS to the Associate. 
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2. Associate's Obligations 

Associate agrees to treat the Confidential Information as strictly confidential and a trade 

secret of TCS. Associate agrees not to use, or cause to be used, or disclose or divulge or 

part with either directly or indirectly the Confidential Information for the benefit of or to any 

third parties except for or on behalf of or as directed or authorized by TCS or to a person 

having a valid contract with or need under TCS, any Confidential Information. Upon 

termination of employment, the Associate agrees to surrender to TCS all Confidential 

Information that he or she may then possess or have under his or her control. 

 
3. Intellectual Property Rights 

Associate agrees and confirms that all intellectual property rights in the Confidential 

Information shall at all times vest in and remain with or belong to TCS and Associate shall 

have no right title or claim of any nature whatsoever in the Confidential Information. 

Associate shall promptly disclose to an authorized officer of TCS all inventions, ideas, 

innovations, discoveries, improvements, suggestions, or reports and enhancements 

made, created, developed, conceived or devised by him or her arising out of his or her 

engagement with TCS, including in the course of provision of services to the Clients of 

TCS and Associate hereby agrees and confirms that all such intellectual property rights 

shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 

TCS any interests Associate may have in such intellectual property rights including any 

interest in and to any domestic or foreign patent rights, trademarks, trade names 

copyrights and trade secret rights therein and any renewals thereof. On request of TCS, 

Associate shall execute from time to time, during or after the termination of his or her 

employment, such further instruments, including without limitations, applications for letters 

of patent, trademarks, trade names and copyrights or assignments thereof, as may be 

deemed necessary or desirable by TCS to perfect the title of TCS in the intellectual 

property rights and to effectuate the provisions hereof. All expenses of filling or 

prosecuting any application for patents, trademarks, trade names, or copyrights shall be 

borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any 

such applications. Associate hereby expressly waives any "artist's rights" or "moral 

rights", which Associate might otherwise have in such intellectual property rights. 
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4. Prior knowledge 

Associate acknowledges that prior to his or her appointment by TCS, he or she had no 

knowledge of the Confidential Information of TCS and that such Confidential Information 

is of a confidential and secret character and is vital to the continued success of TCS's 

business. Associate further acknowledges that he or she is associated with TCS in a 

capacity in which he or she will become acquainted with all or part of such Confidential 

Information. In order to safeguard the legitimate interests of TCS in such Confidential 

Information, it is necessary for TCS to protect such Confidential Information by holding it 

secret and confidential. 

 
5. Use of third party material 

Associate expressly agrees that it shall not in the course of his or her association with 

TCS and while working on the premises or facilities of TCS or its Clients or in connection 

with the development of any intellectual property rights or work for or on behalf of TCS, 

use any third party material or intellectual property rights except those intellectual 

property rights provided by TCS or expressly authorised by TCS or without having proper 

authorisation or license or approval of the respective owner of such intellectual property 

rights. 

 
6. Security policies and Guidelines. 

Associate agrees to abide by and be bound by any and all policies, documents, 

guidelines and processes including IP, Security and Confidentiality of TCS in force from 

time to time whether expressly endorsed or not. 

 
7. Restriction on Associate's Rights 

Associate agrees that he or she shall not make, have made, replicate, reproduce, use, 

sell, incorporate or otherwise exploit, for his or her own use or for any other purpose, any 

of the Confidential Information including intellectual properties of TCS that is or may be 

revealed to him or her by TCS or which may in the course of his or her employment with 

TCS come into his or her possession or knowledge unless specifically authorized to do so 

in writing by TCS. 

 
8. No License 

TCS and Associate agree that no license under any patent or copyright now existing or 

hereafter obtained by TCS is granted, agreed to be granted, or implied by the terms of 

this Agreement, or by the disclosure to Associate of the Confidential Information. 
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9. Equitable Rights 

Associate acknowledges that any Confidential Information that comes into the possession 

and / or knowledge of Associate is of a unique, highly confidential and proprietary nature. 

It is further acknowledged by Associate that the disclosure, distribution, dissemination and 

/ or release by Associate of the Confidential Information without the prior written consent 

of TCS or any breach of this Agreement by Associate will cause TCS to suffer severe, 

immediate and irreparable damage and that upon any such breach or any threat thereof, 

TCS shall without prejudice to any other remedies available to it, be entitled to 

appropriate equitable relief including the relief of specific performance and injunctive 

relief, in addition to whatever remedies it might have at law. 

 
10. General 

(a) The provisions hereof shall be interpreted, determined and enforced in accordance 

with the laws of India. 

 
(b) In the event of any dispute or disagreement over the interpretation of any of the terms 

herein contained or may claim or liability of any party including that of surety, the same 

shall be referred to a person to be nominated by TCS, whose decision shall be final and 

binding upon the parties hereto. Subject to the above, the arbitration shall be governed by 

the Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 

Associate confirms that the fact that the arbitrator shall be a nominee of TCS shall not be 

a ground for objecting to such arbitration or challenging the decision of the arbitrator. The 

venue of arbitration shall be Mumbai. Subject to the above arbitration clause, the Parties 

agreed to the binding jurisdiction of the Courts at Mumbai under the laws of India. 

 
(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing 

law, it shall be deemed null and void without annulling or rendering invalid the remainder 

of the Agreement and if the invalid portion is such that the remainder cannot be sustained 

without it, the Parties herein shall find a suitable replacement to the invalid portion that 

shall be legally valid. 

 
(d) This Confidentiality clause along with other documents executed by Associate or 

referenced in any such documents constitutes the entire understanding between the 

parties and supersedes all prior agreements and understandings pertaining to the subject 

matter thereof. No delay of omission of either Party in exercising or enforcing any of their 

rights or remedies hereunder shall constitute a waiver thereof. 
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(e) This Confidentiality clause may not be amended except in writing signed by authorized 

representatives of both parties. 

 
(f) The obligations of Associate in terms of this Confidentiality clause shall continue during 

the term of or in the course of the employment of the Associate with TCS and shall 

continue thereafter in perpetuity. 



EY Global Delivery Services India LLP

3rd Floor, Tower ‘C’,

RMZ Infinity, Old Madras Road,

Benniganahalli, K.R. Puram,

Bangalore - 560016

Karnataka , India

Tel: +91 080 6681 3000

Fax: +91 080 6681 3334

ey.com

EY Global Delivery Services India Private Limited, (A private limited company with registration no. U74999KA2016PTC093751) 

converted into EY Global Delivery Services India LLP   (a limited liability partnership with LLP Identity No. AAL – 2743) effective 30 

November, 2017  Regd.Office: 3rd floor, Tower ‘C’, RMZ Infinity, Old Madras Road, Benniganahalli, K R Puram Bangalore - 560016, India

15 September, 2021

Ms E Priyadarshini
No: 109, Thiruvalluvar nagar,
Kolathur,
Chennai,
Tamil Nadu - 600099

Contact No: 7305611437
Email: priyaethi05@gmail.com

Dear E,

Subject:  Appointment in the position of
Associate

With reference to your application and the subsequent interview you had with us, we are pleased to confirm 
your appointment for the above said position in “EY Global Delivery Services India LLP” (the “Firm”) subject 
to the following terms and conditions: 
 

1. POSITION:

You will be appointed in the position of Associate in Assurance  in the Firm. Your Rank will be 44. While serving 
the Firm in this position, you will report to, and receive direction from the reporting manager or as may be 
communicated to you from time to time. As agreed, you shall join the services of the Firm at Chennai office.

2. DUTIES AND CODE OF CONDUCT:

 

a. You shall at all times carry out such duties and responsibilities as may be assigned to you by the 
Firm and shall faithfully and diligently perform these in compliance with established policies and 
procedures, endeavouring to the best of your ability to protect and promote the interests of the Firm.

b. You will be bound by the Firm’s Code of Conduct and all other rules, regulations, policies and orders 
issued by the  Firm from time to time in relation to your conduct, discipline and service conditions such 
as leave, medical, retirement, IT policies, etc. as if these conduct rules, regulations, policies et al, were 
part of this contract of employment.

c. Without prejudice to the generality of the foregoing, you shall at all times comply with the Firm’s 
policies and procedures (as may be intimated from time to time on the Firm’s internal home page or 
through Firm newsletters and webcasts or other written means), including but not limited to matters 
relating to independence, anti-bribery, prevention of insider trading and prevention of sexual 
harassment.

3. WORKING HOURS:

Your standard working hours will be 45 hours a week.Your work week comprises of weekly off, which will be 
communicated to you by your reporting manager. In view of your position in the Firm, you shall effectively 
perform to ensure results and you will be expected to work beyond the standard working hours to achieve the 
results, whenever your job so requires. Additionally, as mentioned in your interview process, the Firm may 
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implement staggered work shifts, from time to time. In such an event, you shall abide by the change in the 
standard working hours as may be notified by the Firm to accommodate such staggered shifts.

4. DATE OF JOINING:

As per our discussion your date of joining will be 27 September, 2021

 

Your initial work location will be Block 3, DLF IT SEZ Park, 1/124, Shivaji Gardens, Moonlight Stop, 
Nandambakkam Post, Mount Poonamallee Road, Manapakkam, Chennai-600089.

 

Given the current situation, you will be onboarded virtually and can work remotely till you are specifically 
advised to report to a GDS facility by your counsellor or your Service Line Operations team.

5. PROBATION:

You shall be on probation for a period of six months from the date of joining the Firm. Your employment will be 
deemed confirmed, unless otherwise communicated to you in writing for reasons not limited to performance. 
During the six months probationary period for matters related to discipline or performance, the Firm reserves 
the right to take action in accordance to the policy of the Firm.
Please note that a confirmation letter/notification will not be issued to you upon completion of the six month 
probationary period. 

6. ANNUAL FIXED COMPENSATION:

You shall be paid an annual fixed compensation of INR 3,33,333/- per annum.  The annual fixed compensation 
will be subject to applicable taxes as per the provisions of the Income Tax Act, 1961, and will be paid to you 
after deduction of income tax and other applicable taxes at source. The annual fixed compensation will be paid 
to you monthly in arrears.  It is a condition of your service that you shall abide by the Firm’s policy maintaining 
the strictest confidentiality of your compensation information and not disclose such information to any other 
person within the Firm.

7. TRANSFERABILITY:

Your initial place of posting shall be at SEZ Unit located at Block 3, DLF IT SEZ Park, 1/124, Shivaji Gardens, 
Moonlight Stop, Nandambakkam Post, Mount Poonamallee Road, Manapakkam, Chennai-600089. However, 
your services are transferable and you may be assigned/transferred in India or outside India to serve the Firm 
in any of its existing or future offices or any of its group companies or associates.

 

EY pans across geographies providing various services to its clients and you may be required to go through 
appropriate Induction & Orientation along with necessary training programme. The training is given to ensure 
that you are compliant with the best practices followed by EY on a worldwide basis.

8. CONFIDENTIALITY:

 

a. Compensation: You shall at all times keep the details of your compensation and employment benefits 
at the Firm strictly confidential, and shall not disclose such details to any other person within 
the  Firm.

b. Use of Firm’s name: You shall use the Firm name, logos, trademarks or other identifiers strictly in the 
manner permitted by the Firm’s policies, or for the purposes of provision of Services delegated to you 
to the extent required. Upon termination of your employment with the Firm, you shall not use 
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the  Firm’s name, logo, trademark or other identifier in any manner other than what is already a matter 
of public knowledge, provided however you will not be in breach of this clause if  you make reference to 
the Firm’s name solely to describe your former association with the Firm subject to the confidentiality 
obligations which the  Firm might have undertaken in relation to any of its clients/customers/users, 
vendors or other  Firm’s

c. Information: You shall always maintain the highest degree of confidentiality and keep as confidential 
the records, documents and other Confidential Information relating to the business of the Firm which 
may be known to you or confided in you by the Firm  its representatives, authorized personnel, 
vendors, sub-contractors, clients/customers/users etc. and by any means and you will use such 
records, documents and information only in a duly authorized manner in the interest of the Firm . For 
the purposes of this clause ‘Confidential Information’ means information about the Firm’s business and 
that of its clients/customers/users, subcontractors, business partners or agents which is not available 
to the general public and which may be learnt by you in the course of your employment. This includes, 
but is not limited to, information relating to the Firm, its client/customer/user lists, employment 
policies, personnel, and information about the Firm’s products, services, processes including ideas, 
concepts, projections, technology, manuals, drawing, designs, specifications, sales pitches, fees 
quotes, tender information, key personnel, customer contacts, thought leadership papers, and all 
papers, resumes, records and other documents containing such Confidential Information, whether such 
information was disclosed to or accessed by you prior to or after the date hereof. You shall at all 
times, whether during or after the termination of your employment, act with utmost fidelity and shall 
not disclose or divulge any such information to third parties or make use of such information for your 
own benefit or otherwise howsoever.

d. At no time will you remove any Confidential Information from the Firm’s offices without the permission 
of your reporting manager and/or an authorized officer of the Firm save and except for the purposes of 
performing the duties assigned to you in your capacity as an employee of the Firm  and for no other 
purpose or use. You will not reproduce, store in a retrieval system or transmit in any form or by any 
means - electronic, mechanical, photocopying, recording, scanning or otherwise - any copyrighted 
material or other confidential or proprietary material, which is the property of the Firm  or of its 
clients/customers/users, for your own benefit or for the benefit of any third party, either during the 
term of your employment or thereafter.

e. You acknowledge and agree that disclosure of any portion of the Confidential Information prohibited 
herein or any breach of the provisions herein may result in irreparable injury and damage to the Firm 
which will not be adequately compensable in monetary damages, that the Firm will have no adequate 
remedy at law therefor, and that the Firm  may, in addition to all other remedies available to it at law 
or in equity, obtain such preliminary, temporary or permanent mandatory or restraining injunctions, 
orders or decrees as may be necessary to protect the Firm  against, or on account of, any breach by 
you of the provisions contained herein, and you agree to reimburse the reasonable legal fees and other 
costs incurred by the Firm  in enforcing the provisions of this contract of employment. In addition the 
Firm  will be within its rights to (i) advertise for public knowledge / notice  (ii) notify to your 
prospective employer or iii) regulatory body, any impropriety or breach of confidentiality obligations 
hereunder as a result of your actions, at its absolute discretion.

f. Upon termination of your employment or otherwise upon the Firm’s request, you will immediately 
return and surrender to the Firm , all data, information, files, books, magazines, reports, documents, 
manuals, audio and video tapes, floppies, discs, any knowledge databases entrusted to you, and any 
other data, information or material containing or reflecting Confidential Information in the course of 
your employment and shall not retain any copy thereof in any form whatsoever. If the Firm requests, 
you shall also confirm in writing to the Firm that you have complied with this clause. The 
Firm  reserves the right to alter the confidentiality agreement from time to time, as and when required.

g. Your duty to safeguard and not disclose, share or publish Confidential Information will survive the 
expiration or termination of this contract of employment and/or your employment with the Firm. 
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9. INTELLECTUAL PROPERTY:

In consideration of this Contract of employment and of the salary agreed to be paid in consideration hereof, you 
agree:

a. The Firm shall own (as its exclusive property, free from any obligations towards you) all intellectual 
property developed or conceived by you solely or jointly with others during the period of your 
employment, (1) that are along the lines of the businesses, work or investigations of the Firm  to which 
your employment relates or as to which you may receive information due to your employment, or (2) 
that result from or are suggested by any work which you may do for the Firm  or (3) that are otherwise 
made through the use of Firm’s time, facilities or materials;

b. Not to disclose or utilize in your work with the Firm , any confidential information of others (including 
any prior employers) or any inventions or innovations of otherwise without express permission; and

c. To execute all necessary papers and otherwise provide proper assistance (at the Firm’s expense), 
during and subsequent to your employment, to enable the Firm to obtain for itself or its nominees all 
patents, copyrights, or other legal protection for such intellectual property in any and all countries.

10. LEAVE:

You will be entitled to a total leave of 30 days for each completed year of service, in accordance with the leave 
rules of the Firm. The Firm  reserves the right to alter the policy from time to time and the policy in effect for 
the time being shall be applicable to you.

11. PROVIDENT FUND AND GRATUITY PLANS:

You will participate in the Firm’s Provident Fund, and Gratuity Plans as may be applicable in the Firm  as per the 
Payment of Gratuity Act, 1972.

12. RETIREMENT:

As per the Firm’ extant policy, retirement age of the employee is 60 years. The  Firm  reserves the right to alter 
the policy from time to time and the policy in effect for the time being shall be applicable to you.

13. NOTICE PERIOD; TERMINATION:

 

a. During the probation or extended probation period, either the Firm or you may terminate your contract 
of employment by giving one month’s written notice or one month’s salary which is based on annual 
fixed compensation, in lieu of notice, to the other party, subject to the release date being approved by 
the Firm. The Firm reserves the right to terminate your employment by giving you compensation 
equivalent to one month’s salary which is based on annual fixed compensation, in lieu of the notice 
period.

b. After confirmation of your service at the Firm, the contract of employment is terminable by either the 
Firm or by you, by giving two months’ notice in writing to the other, without assigning any reasons 
thereof. The Firm reserves the right to pay or recover from you, two month’s salary which is based on 
annual fixed compensation, in lieu of the notice period, subject to the release date being approved by 
the Firm.

c. If termination is initiated by you, the Firm may, at its discretion, relieve you from a date it may deem 
fit, at any time before expiration of the notice period. The Firm will agree to the release date and 
salary payment in lieu of notice period. During the notice period, however, you shall cooperate with the 
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Firm in ensuring smooth and proper hand-over of your responsibilities, failing which the Firm shall be 
authorized to withhold/forfeit your dues.

d. The Firm may also terminate/suspend your services at its discretion at any time without giving any 
notice or amount in lieu of notice immediately if it has been alleged and prima facie established 
through preliminary internal enquiry that you have committed (i) any heinous criminal act or any 
offense involving moral turpitude (the term “moral turpitude” includes crimes having an inherent 
quality of baseness, vileness, or depravity with respect to a person's duty to the society in general 
such as rape, forgery, theft, solicitation, etc.), (ii) sexual harassment (adjudicated guilty as per the 
Firm’s policy and local laws) or (iii) other act that threatens or likely to damage Firm’s reputation or 
(iv) any misconduct or breach of terms and conditions outlined in this contract of employment 
including the Firm’s policies. 

e. The Firm also expects that you voluntarily disclose details of any of the above acts to the Firm at the 
time of joining or during your employment with the Firm , as applicable, based on which the Firm may 
terminate/suspend your services at its discretion at any time immediately upon written notice to you.

14. PAST RECORD:

If any information or declaration given by you to the Firm proves to be false or if you are found to have willfully 

suppressed any material information, including but not limited to any information about your educational 
qualification, professional certification, you will be liable to be discharged from the services of the Firm, 
without any notice or salary.

15. RULES AND REGULATIONS:

You shall abide by the Rules and Regulations of the Firm in effect from time to time or as the Firm may 
communicate from time to time.

16. DUAL EMPLOYMENT:

You will be in the exclusive employment of the Firm. During your employment with the Firm, you will devote 
your whole time, attention and skill to your ability for its business and you shall not, except with the written 
permission of the Firm, engage directly or indirectly in any other business, profession, occupation or other 
commercial activity, whether as a principal, agent, contractor, consultant or otherwise, whether full-time or 
part-time.

17. PERSONAL DATA:

During the course of your employment with the Firm, you may provide the Firm with confidential data or 
information that can be linked to you personally, or otherwise personally identifies you, including without 
limitation your financial information, emails, addresses, telephone numbers, shareholdings, physical, 
physiological and mental health information, and medical records and history (your “Personal Data”). You 
acknowledge that the Firm may collect, use, transfer, store or otherwise process ("Process") such Personal 
Data as required per the Firm’s policies, to facilitate the conduct of the Firm’s business, to conduct background 
checks, check conflicts or maintain independence, finance and accounting purposes or for quality and risk 
management purposes. The Firm will Process your Personal Data in accordance with applicable law and 
professional obligations and shall ensure that any service provider who Processes Personal Data on our behalf 
adheres to such requirements.

 

You hereby consent to the processing of your Personal Data in the manner described above, whether by the 
Firm or any service provider on the Firm’s behalf.

This file is signed using Digital Signature.

DocuSign Envelope ID: 9A8786B6-8B62-472C-9026-559EE578B6DE



18. EMPLOYMENT VERIFICATION :

Your qualifications and employment will be subject to a background check, which will be conducted by such 
agency/firm/establishment, whose services are contracted by the Firm, from time to time. The verification will 
include authentication of any factual or historical information provided by you, related to past and present data 
such as reference details, previous employment details, educational credentials and criminal records, etc. You 
are required to give your consent, by signing the background verification declaration in such a manner as may 
be required by the Firm. In the event that you fail to submit the documents sought by the Firm within the 
stipulated timeline or if any information provided by you to the Firm proves to be false or if you are found to 
have willfully withheld any information, the Firm reserves the right to revoke and/ or terminate this contract of 
employment, without any notice or compensation.

19. SUBMISSION OF DOCUMENTS:

You will be expected to mandatorily submit relevant documents as stated in Annexure A at the time or prior to 
joining the Firm. The list of relevant documents will be intimated to you. In the event that you do not submit the 
relevant documents within the stipulated time period, the Firm reserves the right to revoke and/ or terminate 
this contract of employment without any notice or compensation. 

20. MISCELLANEOUS:

 

a. The following annexures form an integral part of this agreement.              
a) Annexure A - List of documents to be submitted 
b) Annexure B - Illustrative compensation break-up

b. Previous employment: You represent and warrant to the Firm that you are under no contractual, 
fiduciary, professional or other obligation or commitment that prevents you from entering into this 
contract of employment, or is otherwise inconsistent with your obligations under this contract of 
employment. If you were previously employed with another organisation, you represent and warrant to 
us that you have returned all property and confidential information belonging to any prior 
employer/organization and do not have any outstanding issues/unfulfilled employment obligation 
pending with your previous employer/organization having legal ramifications/consequences for you or 
for the Firm.

c. Additional Documents: In addition you may also be required to execute additional documents, 
declarations and/or deeds as (i) per the Firm’s policy as may apply to your/your nature of services as 
well as (ii) per any requirement of law of the jurisdiction were you might be required to work as a part 
of your employment with us, depending upon your job requirements and/or (iii) per the requirement of 
any professional, industry or other regulatory body and/or (iv) to meet any specific 
client/customer/user request and/or (v) per the Firm’s exclusive discretion.

d. Supersedes previous contract of employment: This contract of employment supersedes and replaces 
any existing agreement between the Firm and you relating generally to the same subject matter. It 
may not be modified or terminated, in whole or part, except in writing signed by an authorized 
representative of the Firm. This contract of employment shall include all written deeds, documents, 
declarations, bonds and undertakings signed by you pursuant to and arising out of this document. 
Discharge of your undertakings in this contract of employment shall be an obligation of your executors, 
administrators, or other legal representatives or assigns. 

e. Severability: If any provision contained in this contract of employment is held to be invalid or 
unenforceable under applicable law, the remaining provisions of this contract of employment shall be 
construed as if such provision did not exist, and the unenforceability or invalidity of such provision 
shall not be held to render any other provision of this contract of employment unenforceable or invalid.

f. Privity of Contract: The terms of this contract of employment may only be enforced by a party to this 
contract of employment.

This file is signed using Digital Signature.

DocuSign Envelope ID: 9A8786B6-8B62-472C-9026-559EE578B6DE



g. Governing law and dispute resolution: This contract of employment, including all matters relating to its 
validity, construction, performance and enforcement, shall be governed by and construed in 
accordance with Indian law. In case of any dispute in relation to this contract of employment the 
decision of the management of the Firm shall be final and binding.

Please acknowledge your acceptance of these terms and conditions of employment by signing the duplicate 
copy of this contract of employment and submitting the same to us for the Firm’s records.

 

Thanking you.
 

Yours faithfully, 
for EY Global Delivery Services India LLP  

 

 

 

 
 
 

Authorized Signatory
 

I hereby accept the aforesaid position and terms and conditions of employment set forth above. 
 

Signed: ______________________________    Date: _________
 

Name: ______________________________

This file is signed using Digital Signature.

Signed By : DIVYA PARIHAR
Reason : Offe Letter
Location : Bangalore
Date: 15-09-2021 15:41:41
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9/15/2021



 

Annexure A

                             

Dear E, 
 
Please refer to the discussion that you had with us. Please note that you have to submit the following 
documents on the date of joining (it is mandatory to carry all documents & information listed below).

 

 

SN Documents to be submitted on the Date of Joining
Tick 
Y/N

1 4 passport size photographs in formals with a white background  

2

Three printed copies of the following documents: 

       Your Pan Card – Mandatory

       Aadhaar Card – Mandatory

       Your passport, voters ID, ration card, driving license or ESIC card

 

3

Single printed copies of all semester and year mark sheets, degree and provisional 
certificates for: 

•Graduation/Post-graduation 
Note: If you are awaiting results, please submit all previous semester mark 
sheets, along with a copy of your last semester results

 

4
Professional qualification certificates*
*For CA qualified – Please carry your articleship completion certificate and membership 
certificate, along with mark sheets

 

5
For Enrolled Agent/CPA qualified - Please carry your completion certificate along with the 
license/certification number details

 

6
Experience certificate or relieving letter from last 2 employers as applicable. Your 
resignation acceptance letter will also be accepted by us. However, the relieving letter 
should be submitted to us within 30 days of joining.

 

7 PF declaration form  

8 Bank details - Account number along with the IFSC code  

9 Last drawn payslip from your previous employer  

10 Your blood group  

11

Name, address (preferably residence address) and telephone number of two references, 
excluding relatives. If you have prior work experience, one reference has to be from the 
last organization or employer.
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Annexure B 

 

Name E Priyadarshini DOJ  27 September, 2021

Designation Associate

Rank 44
Service Line Assurance

 

 

COMPONENTS Per Month ( INR ) Annual ( INR )

Basic Salary 11,111 1,33,333

House Rent Allowance (HRA) 5,556 66,666

Other allowance including flexible components 1 5,491 65,894

Advanced Statutory Bonus 2,220 26,640

Transport Assistance 1,600 19,200

Employer's Provident Fund (PF) contribution 1,800 21,600

Fixed compensation 27,778 3,33,333

 

Benefits (Estimated value)

Insurance premium 3 (Group Medical + Group Personal 
Accident + Group Term Life)

15,429

Gratuity 4 6,413

Total of Benefits 21,842

This file is signed using Digital Signature.
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Notes: 

 

You will be eligible to participate in the GDS Variable Pay Bonus (VPB) Program, with a VPB percentage target 
of 5% at your rank. This target is indicative and the actual pay-out, each year, will vary based on the GDS, 
Service Line/Service Function and individual performance.  Payment under any VPB program is subject to you 
being employed with the Firm as on the date of pay-out.  Employees who join the Firm during the year, will be 
eligible for a pro-rated VPB amount, subject to meeting the guidelines of the Program.  The amount is subject 
to income tax deduction, as per rules prescribed under the tax laws.

All the above components and benefits are as per the Firm’s policies and are subject to change from time to 
time. Please refer to the payroll database (http://gssconnect.ey.net/payroll/index.htm) for a detailed breakup 
of your salary structure. 
 
1 You will also be allowed to determine your flexible components that form a part of your fixed compensation. 
These will be defined as per policy of the Firm which may be modified from time to time. Please refer to the 
payroll database (http://gssconnect.ey.net/payroll/index.htm) for applicable flexible components.

 

3 Insurance benefits

Benefit Type Benefit Value Features

Group Medical Insurance INR 4,00,000

Floater cover for self and five dependents which 
includes spouse/same sex partner, children and 
parents/parent-in-law. The premium stated above is 
the maximum amount paid/incurred by the Firm, 
and is subject to change every year post renewal. 
There will be an employee contribution towards the 
premium. In addition to the existing INR 4,00,000 

cover, employees can opt for an additional sum 
insured (custom-made 'top-up' health insurance 
benefit) at a reasonable cost to cover themselves 
and their dependents.

Group Personal Accident 
Insurance

INR 10,00,000

For self, as per policy, is being paid/incurred by the 
Firm on your behalf. The premium stated above is 
the maximum amount paid/incurred by the Firm, 
and is subject to change every year post renewal of 
insurance policy.

Group Term Life insurance INR 10,00,000

For self, as per policy, is being paid/incurred by the 
Firm on your behalf. The premium stated above is 
the maximum amount paid/incurred by the Firm, 
and is subject to change every year post renewal of 
insurance policy.

 

4 Gratuity will be paid as per provisions under the prevailing regulations. 

This file is signed using Digital Signature.
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PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Caroline Thompson (M.COM BANK MANAGEMENT) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Nandhini L.K (M.COM BANK MANAGEMENT) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Rajalakshmi R (M.COM BANK MANAGEMENT) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 
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PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear JEEVITHA  M (B.COM BANK MANAGEMENT), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Divya S (B.COM BANK MANAGEMENT) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Supriya Ganesh (B.COM BANK MANAGEMENT) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



1st Floor, North Wing, Central Square 1, C28-C35, CIPET Road, Thiru Vi Ka Industrial Estate, 

Guindy, Chennai - 600 032 

 

 

 

July 28, 2021  

 

Ms. Fazeena Shiren Fathima.K 

Chennai. 

 
Dear Fazeena Shiren Fathima, 

 
We are pleased to offer you an employment in our Company as a “Trainee Process Associate” on a 

salary of Rs.2,20,000 (Rupees Two Lakh and Twenty Thousand only) per annum. 

. 
 

1. Date of Appointment 

 
Your appointment is effective from the date of joining which shall be on or before August 9, 2021. 

 
2. Probationary Period 

 
You will be on probation for a period of six months from the date of your appointment. If, in the opinion of 

the company, you are found suitable in the appointed post, you will be confirmed in the services of the 

organization. 

 
3. Provident Fund 

 
You will participate in the company provident fund scheme as applicable to your category of employees. 

 
4. Salary Review 

 
Your salary will be reviewed periodically as per the company policy. Your increments are discretionary and 

will be subject to, and on the basis of, effective performance and results. 

 
5. Leave 

 
You will be covered by leave, holidays and the working hours policy as applicable to your category of  

employees. 

 

6. Other Work 

 
Your position is a whole time employment with the company and you shall devote yourself exclusively to the 

business of the company. You will not take up any other work for remuneration (part-time or otherwise) or 

work in advisory capacity or be interested directly or indirectly (except as a shareholder or debenture holder)  

in any other trade or business, during the employment with the company, without permission in writing from 

the organization. 



1st Floor, North Wing, Central Square 1, C28-C35, CIPET Road, Thiru Vi Ka Industrial Estate, 

Guindy, Chennai - 600 032 

 

 

7. Transfer 

 

You will liable to transfer in such capacity as the company may, from time to time, determine, to any other  

location, department, establishment, factory or branch of the company or its affiliates, associate or subsidiary 

companies. In such case, the terms and conditions of service applicable to the new assignment will govern 

you. 

 
8. Responsibilities 

 
Your main responsibility would be in the area of BSS. As part of the team, you will be expected to adhere to 

the Information Security Policy requirements, client’s contractual needs and any other requirements that may 

be communicated by the Company from time to time. Non- adherence to company policies on the above fronts 

could entail disciplinary action against you by the Company. You are expected to effectively perform to ensure 

you deliver results and may be expected to work extra hours to achieve this, where the situation so requires. 

 
9. Confidential Information 

 
You will not, at any time, without the consent of the President, disclose or divulge or make public any 

information regarding the company’s affairs or administration or research carried out whether the same may  

be confided to you or become known to you in course of your services or otherwise. 

 
10. Protection of Interest 

 
During the period of your employment with us, all the work done by you as part of your job will automatically 

be deemed to be the property of Congruent. If you conceive any new or advanced methods of improving 

processes / systems in relation to the operation of the company, such developments will be fully communicated 

to the company and will be and remain the sole right / property of the company. 

 
11. Past Record 

 
Please note that this appointment is subject to background checks. If any declaration or information furnished 

to the company proves to be false or if you are found to have willfully suppressed any material information,  

you will be liable to removal from services without any notice. 

 
12. Notice Period 

 
It is mandatory to give 3 months advance notice in writing to the Company in the event of your resignation or 

3 months pay in lieu thereof. This contract of employment is terminable by either party by giving three months 

(90 days) notice. Either party is not bound to give any reason thereof. The company reserves the right to pay 

or recover salary in lieu of notice period. The company may, at its discretion, relieve you from such date as it 

may deem fit even before the expiry of notice period without compensating for the unexpired period and is  

not bound to give any reasons thereof. The company may refuse to relieve you by a requested date or extend 

your date of separation by not more than 90 days, in cases where the projects entrusted to you is/ are likely to 

be affected due to your decision to resign by that date. This decision vests solely with the management. If 

your performance is found to be unsatisfactory, your employment is liable to be terminated with 30 days  

notice. The company is entitled to levy costs, in case of breach of any of the above terms and conditions, to 

the extent of the actual loss suffered. 



1st Floor, North Wing, Central Square 1, C28-C35, CIPET Road, Thiru Vi Ka Industrial Estate, 

Guindy, Chennai - 600 032 

 

 

13. Arbitration 

 

Any dispute which may arise between you and the Company in connection with the interpretation of this  

appointment letter with regard to the rights or obligations of either party here under or with regard to the validity 

or enforceability thereof shall be settled to the mutual satisfaction of the parties within thirty (30) days (or such 

longer period as may be mutually agreed upon) of the date either party informs the other in writing that such a 

dispute exists. In case such a mutual agreement is not arrived at, the dispute shall be referred to a sole Arbitrator 

appointed by the Company. Arbitration shall be governed by the provisions of the Arbitration and Conciliation 

Act, 1996. The arbitration shall be conducted in English language and be held in Chennai. 

 
14. On Separation 

 

On acceptance of the separation notice, you will immediately give up to the company all correspondence, 

specifications, books, documents, literature, effects or records etc. belonging to the company or relating to its 

business and shall not make or retain any copies of these items. For a period of one year following your  

separation, you shall not, directly or indirectly, invite or be instrumental in the recruitment / engagement of  

any of your former colleagues to employment with your new employer(s). 

 

The above terms and conditions are subject to company policy. 

 

The following are required to be furnished by you within one week from the date of joining: 

 
 Stamp size photographs (2 Nos.) 

 Your contact phone number if any 

 Your blood group 

 Copy of your passport (If you do not possess one, please apply for one and intimate us) 

 
Please confirm that the above terms and conditions are acceptable to you and that you accept the appointment by 

signing a copy of this letter of appointment. 

 
Yours sincerely, 

For Congruent Solutions Pvt. Ltd. 

 

 

BALARAMAN J 

PRESIDENT 
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October 01, 2021 
 
 
DENIS MINI 
Chennai 
 
   

LETTER OF APPOINTMENT 

 
 
Dear DENIS,  

 

Congratulations! We have pleasure in making an offer to you for the post of Customer Care Collections Senior 

Representative - Chennai - DLF. We expect you to join the company on or before October 11, 2021. You will 

be a part of the NTT DATA Information Processing Services Private Limited, ("NTT DATA") legal entity. 

  

We believe that our employees form the basis of our success and are therefore our most valued assets. 

Accordingly, we have always believed in giving them the very best work environment and facilities that allows 

them to deliver results to their full potential. You can look forward to the same when you join us! 

  

The other terms & conditions of your service are attached in the annexures. 

  

We look forward to a long and mutually satisfying association with you and hope you find the atmosphere 

challenging and invigorating to realize your potential 

  

Please sign the duplicate copy of this letter and return it to us as a token of your acceptance of the terms and 

conditions of employment offered to you. You can hand this over to the relevant authority on the day of joining. 

  

 Regards,  

Sneha Murali  
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Compensation and Benefits 

Name 
DENIS MINI 
 

Designation 
Customer Care Collections Senior 
Representative 
 

Grade 3 

Joining Date 
October 11, 2021 
 

Location Chennai - DLF 

Group 1 Per Month (in Rs) Per Annum (in Rs) 

Basic Salary 
9043 108516 

You will be paid a Basic Salary of 

Group 2 (Allowances) 

The Flexible Compensation Plan (FCP) includes: 

.     House Rent Allowance 

12046 144556 

.     Leave Travel Allowance 

.     Children Education Allowance 

.     Children Hostel Allowance 

.     Professional Development Allowance 

.     Meal Pass 

.     National Pension Scheme 

.     Fuel & Maintenance* 

.     Special Allowance 

Group 3 (Deferred Benefits / Retirals) 

Provident Fund* (12% of Basic Salary) 
Employer's Contribution 

1085 13020 

Gratuity (4.8% of Basic Salary) 
Contributions shall be made by the Company as per 
the provisions of the payment of Gratuity Act 1972. 

434 5208 

Total Fixed Compensation 22608 271300 

 
 
Variable Pay 
Additionally, you will be eligible for a discretionary variable incentive pay in accordance with the terms and 
conditions of the applicable plan assigned to you based on your job and business unit. 
 
*PF contribution: if your basic salary is less than INR 15,000 per month, then for the purpose of PF computation and 

contribution, the sum total of basic salary and undeclared portion of the Special Allowance will be considered up to the extent 
of INR 15,000 per month. If your basic salary is INR 15,000 or more, the PF contribution will be calculated on Basic Salary 
only. 
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The above is subject to the policies of the Company, as applicable from time to time. 

   
Yours sincerely, 
FOR NTT DATA Information Processing Services Private Limited 
  
  
 
 Monika Cyril 
ASSOCIATE DIRECTOR - TALENT ACQUISITION 

Medical and Insurance Benefits 

Hospitalization Insurance  

You are covered under the Group Hospitalization Insurance Policy which covers self and eligible dependents for a 
maximum benefit of Rs.3,50,000.  
 

Personal Accident Insurance  

You are covered under the Personal Accident Insurance for self as per Company policy.   

 

Group Life Insurance Scheme  

You are covered under the Group Life Insurance for self as per Company policy.  
 

Other Benefits  

Discretionary Advance against Salary  

On confirmation, you will be eligible for discretionary salary advance up to a maximum of six (6) months basic salary 
for taking care of any medical emergencies for self and family members, as per the Company policy. 
 

House Deposit Advance  

You are eligible for house deposit / advance up to a maximum of 10 months’ rent or 6 months HRA or actual advance 
payment whichever is lower, as per the Company policy.  
 

Salary Advance  

On confirmation, you will be eligible for salary advance up to a maximum of one (1) month gross salary for taking 
care of any personal emergencies for self, as per Company policy.  
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Annexure – 1 
 
  
Other TERMS AND CONDITIONS OF EMPLOYMENT 
  

• Your total compensation and benefits will be as per the enclosure. All the tax liabilities on the entire 

compensation, at present or in the future, shall be borne by you. The compensation is at a cost to 

company basis. 

• You will be on probation during the first six (6) months of your joining the Company. You would be 

confirmed in the services of the Company based on your performance review at the end of the probation 

period. In case your performance is found to be unsatisfactory, your services are liable to be terminated 

or your probation period might be extended as per the discretion of the Management  

• Training: The Company may also send you to a location of its choice for occupancy or to any location 

abroad for the purpose of specific skills training relevant to your employment with the Company. If your 

employment with the Company ends for any reason within the first twelve (12) months of the company 

sending you abroad for specific skills training, you will be required to repay to the Company, all the costs 

paid to you or incurred on your behalf for this training. 

• Your employment is contingent on the successful completion of mandatory training as per the Company’s 

parameters and requirements as communicated to you.  

• Your role, duties and responsibilities will be as assigned to you from time to time by your assigned 

supervisor(s) as authorized by the Company. You agree to serve the Company faithfully and perform 

such duties as may be entrusted by your assigned supervisor(s) as authorized by the Company from 

time to time. 

• Transfer to Other Locations:  Your services may be transferred to any one four Associate/Group 

companies or Units in India or Overseas to carry out any assignment arising out of the Company’s 

business including transfers to any of its offices (or locations of its customers) in India or abroad on terms 

and conditions as applicable to such transfers. If this results in a change of your service conditions, the 

Company will issue you a prior communication of the same. 

• During the term of your employment you agree to devote your entire energy, full and undivided attention 

exclusively to provide services to the Company/ its clients and commit that you will not represent, handle 

or otherwise undertake any other business activity, it being clearly understood that you will devote your 

full working time exclusively to the Company's work and business. You will not carry on, without prior 

permission in writing, any lecturing or any business, either alone or in partnership, or be directly or 

indirectly employed or be concerned with any business, trade or profession whatsoever as a principal or 

an agent or otherwise, take up any office or place/ position of profit or serve any other company as an 

agent/ partner/ employee or in any other capacity during the term of your employment with the Company. 
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Breach of this condition shall lead to immediate termination of your services by the Company without any 

notice or compensation. 

• You agree and represent to the Company that you are not subject to any other existing contract, which 

would affect or impede your ability to perform in accordance with this letter. 

• This agreement may be terminated by providing a notice in writing on either side or salary in lieu of such 

notice. As per the Company’s current policy, the notice period is 30 days for employees on probation 

and 60 days for employees who have been confirmed in your Salary Grade. Your relieving from the 

services, however, depends on the satisfactory completion of any assignment(s) you are working on 

during the said notice period and the completion of hand over formalities as defined by your supervisor. 

Please bear in mind that the Company's policies (including the one pertaining to notice period / 

separation) are subject to changes from time to time and you will be communicated of those changes in 

a timely manner. 

• The Company, at its discretion can waive the applicable notice and relieve you immediately upon paying 

you the base salary in lieu of the said notice period or can ask you to continue in service during the period 

of notice and need not necessarily accept salary in lieu of notice from you. The Company may, however, 

terminate your services without any notice or compensation in the event of: 

o Your remaining absent from work without authorization or reasonable explanation for more than 

three (3) consecutive days. It would be considered as voluntary abandonment of duties and your 

name would be struck off from the rolls. Further, you will be liable to pay the Company, including 

without limiting, an amount in lieu of the notice period. 

o Incompleteness of documents or misrepresentation of facts provided during the hiring process. 

Further, in addition to termination without any notice or compensation, the Company shall have 

the right to claim from you the damages equal to the amount spent by the Company in recruiting 

you and for conducting your background verification. You agree that the damages are most 

reasonable and are absolutely necessary and fully required to safeguard the bonafide interests 

of the Company. 

o Further, in addition to termination without any notice or compensation, the Company shall have 

the right to claim from you the damages equal to the amount spent by the Company in recruiting 

you and for conducting your background verification. You agree that the damages are most 

reasonable and are absolutely necessary and fully required to safeguard the bonafide interests 

of the Company. 

o Any breach or refusal to carry out your duties or responsibilities or refusal to carry out tasks 

assigned to you by those in authority. 

o Any reasonable suspicion of misconduct, disloyalty, commission/omission of an act involving 

moral turpitude, any act of indiscipline or inefficiency. 
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• It is hereby agreed by and between the parties that in case you leave the services of the Company out 

of your own will without serving on the Company the prescribed written notice or salary in lieu thereof, 

the same shall constitute a substantial breach. In such event, you agree that all sums advanced or to be 

advanced hereafter or paid or otherwise expended on your behalf or on your account and any other 

expenses lawfully incurred by the Company in connection with your probation/ training/ employment shall 

be paid back by you to the Company. 

• Upon joining the Company, you shall enter into the confidentiality undertaking as a condition of your 

employment hereunder. Upon the termination of your employment, you will return to the Company all 

papers, notes, records, documents and other properties that was used created or controlled by you or 

happened to come across or become known to you during your tenure of service relating to the business 

or affairs of the Company or any of its associates or branches or their clients and will not retain any 

copies or extracts of the same. 

• You will be entitled to leave and other fringe benefits as per the policies of the Company that may be in 

effect from time to time. 

• The Company is a member under the Provident Fund scheme and registered under the Employee 

Provident Funds and Miscellaneous Provisions Act, 1952. You will be required to be a member of the 

Provident Fund scheme subject to the act and rules. 

• You hereby give your consent for carrying out background verification which may include education, past 

employment, criminal background check, pending litigation, medical test and any other verifications as 

may be required by the Company or its clients from time to time. 

• This appointment is subject to: 

o You furnishing the Company with a relieving letter as requested on or before the date of joining 

from all your previous employers including your most recent employer. 

o The Company receiving satisfactory reports from all references cited in your application. 

o The Company receiving satisfactory reports on your background verification (By signing a copy 

of this letter you authorize the Company to appoint an agency of its choice to conduct such 

verification). The Company may carry out background verification either at the time of your 

joining or anytime as and when you are being seconded to its clients. In the event of your 

background verification being negative, the Company shall have the right at its sole discretion to 

initiate appropriate action including termination of your employment 
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• The Company has a Zero Tolerance policy towards unethical behavior:  

o If it comes to the notice of the Company at any time that any of the details provided by you is 

false, the Company reserves the right to terminate your services with immediate effect without 

paying any salary in lieu of the notice period. 

o Your conduct at all time should reflect observance of the national and local laws and the rules 

and regulations of the Company that are in effect. These may change from time to time and you 

have a duty to be in step with the changes. In all dealings with the Company and its clients and 

their organizations, the highest standards of propriety and integrity will be expected of you. 

o At any time during your employment the Company, in its sole discretion, may require you to work 

remotely either temporary or on permanent basis in accordance with the Company’s policy 

effective 1st September 2020. In such cases the employees are expected to have a suitable 

remote work area. 

• The Company reserves the right to depute / transfer your services to any other location or group company 

in consistence with the Company's interest. 

• You covenant and agree that for a period of one (1) year following your resignation, relieving, 

retrenchment or termination of your employment for any reason whatsoever, you shall not directly or 

indirectly do any of the following: 

o Solicit or accept any business from a person, firm or corporation that is a customer of the 

Company during the term of your employment with the Company. 

o Solicit or accept any business from any person, firm or corporation that is prospective customer 

of the Company with whom you had any dealings on the Company’s behalf during the term of 

your employment with the Company. 

o Communicate with any customers of the Company or communicate with any employee of the 

Company with the effect of enticing or attempting to entice any employee away from the 

Company. 

• Any delay or nonperformance of any of the provisions of this letter, to the extent caused by the condition 

beyond the control of the Company, including strike, lockouts, work stoppages (including industrial action 

of any kind which requires the Company and you to accept the terms of settlement) which the Company 

considers unacceptable to the business (“Force Majeure Event”) shall not constitute breach of this letter 

and the time for performance of such provision, if any, shall be deemed to be extended, for a period 

equal to the duration of the conditions preventing performance. However, Force Majeure Event shall not 

include: 
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o Any event which is caused by the negligence or is intentional of any party to this letter.  

o Insufficiency of funds. 

o The Company affected by an event of Force Majeure Event shall communicate to you of such 
event as soon as possible and in any not later than fourteen (14) days, following the occurrence 
of such event and will take all reasonable steps to mitigate the effects thereof. 

o When the Force Majeure Event ceases, the parties shall resume their responsibilities under the 
terms of this letter within seven (7) working days, or, if the same is not possible within the said 
time period, then as soon as reasonably and commercially possible. 

o In the event that a Force Majeure event materially frustrates this letter and has prevented, or if 

the Company reasonably believes that such event occurred to prevent, timely performance 

hereunder for a period of more than one (1) month, then the Company may temporarily take 

reasonable steps to mitigate its potential damage, including procurement of services from such 

other sources as will be satisfactory to meet the Company’s requirement for the period of the 

Force Majeure Event. If a Force Majeure Event materially frustrates this letter and if the parties 

are unable to perform due to a Force Majeure Event for more than two (2) months, either party 

may terminate this letter without any further obligation, provided however, that any outstanding 

amounts are paid by the Company to you and vice-versa. 

• The Company will collect and process certain personal information in relation to your employment with 

the Company. You hereby acknowledge and consent to the collection, use, storage and processing of 

your personal information, including Sensitive Information, for the purpose of administering your 

employment with the Company, including for the purposes of administering employment related benefits, 

maintaining employee records, and conducting background verification and performance reviews. You 

also agree and consent to the transfer or disclosure of your personal information and Sensitive 

Information to the Company’s affiliates, parents, and third-party service providers. You acknowledge and 

accept that these recipients may be located within or outside of India, in a country which may have 

different data privacy laws applicable. The term ‘Sensitive Information’ means and includes such 

personal information that relates to your passwords, physical, physiological or mental health condition, 

sexual orientation, medical records, financial information and biometric information. You hereby consent 

to the processing of your personal information in the manner described above, whether by the Company 

or any service provider on behalf of the Company.” 

• You declare that you have not suffered or are suffering from any mental disease/ deficiency/ disorder 

and also declare that you are having sound physical and mental health to work with the Company. 

• You declare that you have not been convicted by any civil or criminal courts of law in India/ abroad. 

• You shall maintain a high level of ethics and code of conduct for a good and professional relationship at 

your workplace. While on overseas deputation, as a representative of the Company, it is your moral 
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responsibility to ensure that the image and reputation of the Company is not tarnished by your personal 

conduct.  

• If you breach any of the restrictions imposed herein, you agree to be liable for payment of estimated 

liquidated damages as may be determined by this letter.  

• You are required to join the Company on or before your start date failing which, the Company at its sole 

discretion reserves the right to revoke the offer made to you.  

• You shall retire on the attainment of sixty-two (62) years unless specifically communicated by the 

company in writing to continue in service beyond this age.  

• You will be governed by the statutory regulations / provisions and the laws and policies of the Company 

applicable to your position, which may be framed from time to time.  

• The agreement shall be construed in accordance with the laws of India. The parties agree to subject 

themselves to the jurisdiction of competent courts at Bangalore alone to try and adjudicate upon any 

matter concerning this agreement. 

• Any change in the above address of either you or the Company’s shall be duly informed to the other 

party by the party whose address has changed within a period of seven (7) days from such change. 

• If no change has been intimated or received, the address mentioned above shall be deemed to be the 

address of the concerned parties. 
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Annexure – 2 

  

WORK FROM HOME CONDITIONS UNDERTAKING 

Pursuant to my acceptance of the role as per the general terms and conditions and compensation mentioned in 

the Appointment Letter, I acknowledge that my employment is subject to the conditions as stated in this Annexure 

2.  

Under the prevailing circumstances of the pandemic spread of COVID-19, in order for the Company to ensure 

the safety and wellbeing of its employees and their families, clients, visitors and the general public, the Company 

is recommending that employees shall Work from Home (WFH) where possible.  

I clearly understand the work from home dynamics as explained to me during the interview process and at the 

time of explaining the offer and I agree to abide by the below provisions without any exception.  

I also understand that my failure to follow any one or more of the provisions mentioned in this undertaking either 

completely or there in part, may lead to disciplinary action against me and may also lead to termination of 

employment.  

I Agree:  

• To make my workspace at home comfortable and ergonomic to comply with continued working hours. 

• To arrange for a backup facility for electricity failure to allow uninterrupted power during my scheduled 

working hours.  

• To be physically present at the location of work as required for collection of IT Assets on the date of 

joining or as advised by the Company. This will be basis of applicable lockdown conditions prevalent at 

the said time.  

 

• To have sustainable high-speed internet board band connection (DSL/Cable/Fiber) to comply with the 

remote work from home conditions as per terms of the offer letter. Mobile phone hotspot, Wi-Fi Dongle 

will not be considered as high-speed broad band internet. I will arrange to have required internet facility 

available at my home in case of work from home prior to my date of joining the Company. The Company 

may, as per the applicable policy, provide me with the necessary computing system and other equipment 

(“Equipment”) to perform work while working remotely. Provided however, where permitted by the 

Company to so do so, I agree to use my personal mobile phone/Tablet/Laptop/ Desktop for video 
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conference calls during trainings and/or business meetings and other work-related matters, for a 

temporary period until the Company provides me with a computing system.  

• In any event, I will have to travel to my base office location at the time of my IT asset allocation in case I 

am authorized to work from home and shall ensure that I have followed the relevant approval protocol. 

• If provided, the Equipment will continue to be the property of the Company and I will be using the same 

for business purposes only. I will be responsible for the care of the Equipment provided by Company and 

keep it in good performing order for the purposes of remote working requirement. 

• I will also be responsible for protecting the Equipment and its contents.  

• I shall take all necessary precautions to secure the Equipment and shall be responsible for a loss / 

Damage of the Equipment. I will use the Equipment only to perform my ongoing duties to the Company 

and the Company’s clients, and in accordance with applicable policies of the Company while working 

remotely. 

• I acknowledge and agree that I shall comply with all the Policies of the Company during the time of my 

employment and shall also comply with the NTT DATA Code of Business Conduct (“COBC”) including 

without limitation to information security policies, requirements and guidelines, including any changes to 

security and configuration requirements of the Official Asset. I further confirm that I shall use the 

Equipment in compliance with all applicable laws, including but not limited to the Telecom Regulations 

Authority of India. 

• I acknowledge and agree that I continue to be bound by the terms of my employment and will strictly 

abide by the confidentiality and data privacy obligations undertaken by me as a condition of my 

employment with the Company, which also aims at protecting confidential information of the Company 

and Company’s customers and clients. 

• I will take strict measures in order to ensure that all of Company’s and Company’s customer personal 

and/or sensitive data that I may have access to, remain protected against any unauthorized access or 

disclosure.  

• I further agree that I shall comply with the instructions provided in Exhibit A below regarding the use of 

the Equipment. 

• I further understand and confirm that any breach of Company policies or applicable client policies will 

lead to appropriate disciplinary action against me including and up to termination of my employment. 
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Specifically, with respect to working from home, I shall:  

a. Enter time in Synergy, if applicable, as per the hours worked in actual and in line with timesheet 

guidelines 

b. Use a secure network for performing official work.  

c. Make best efforts to ensure that there is no negative impact to productivity or quality of work 

during the course of my employment.  

d. Deliver expected work outcomes within specified working hours span and will follow training and 

operating procedures strictly.  

e. Continue to comply with the Code of Business Conduct, Company’s Information Security Policy 

and the highest safety standards.  

f. Share phone/mobile numbers used to perform official duties with my manager and team 

members so I may be reached by my team and stakeholders easily during working hours.  

g. Be available for all meetings via phone/Zoom/Microsoft Teams etc.  

h. Ensure the protection of proprietary and confidential Company and client information accessible 

from my workspace while working from home, in accordance with Company policy and 

applicable law.  

i. Immediately report any health and safety and any other risks in the home-based worksite to my 

supervisor.  

• I will be responsible to bear all costs related to repair or replace any breakage/damage to company-

provided Equipment like laptops/Desktop/monitors/LCD Screen and/or power/electrical devices like 

UPS/power adapter /cables provided by the Company. Such costs will by default be deducted from my 

monthly salary. 

• If working remotely, when so required, I will make myself available for on-site meetings or training from 

time to time as required by Company. I will take all preapprovals that may be required before entering 

any Company premises.  

• I will follow all statutory, health, and safety protocols as part of guidelines laid down by the government 

and the local authorities enacted by my Company when asked to return to office.  
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• I will have to complete the required working hours as per terms agreed in the offer and if for any person 

reason, I take a break, I will have to intimate about the same to my manager and take my managers 

approval.  

• I have to maintain normal productivity and make myself available during the regular working hours.  

• I will have to commit and achieve hourly/daily/monthly productivity and quality targets assigned to me.  

• I will not work for anyone other than NTT DATA during the course of my employment and I will not 

undertake non-work-related activities during my working hours.  

• I will coordinate about my work schedule with my Hard-Line Manager and will be responsible for keeping 

my Hard-Line Manager and team informed about the status of my work.  

• I hereby consent to comply with all the provisions of the work from home policy shared by Company and 

I further state that it will be my responsibility to abide by all the above-mentioned requirements by the 

Company.  

I also understand that on any failure to comply with the above-mentioned actions, the Company is entitled to 

initiate appropriate action as per Company Policy including rescinding the employment contract and in such 

instance my contract of employment will stand terminated with immediate effect on the date of such 

communication by the company. 

I am aware and accept that the termination on such situation would be on account of my noncompliance as per 

the conditions of the offer letter. I also understand that I will not be entitled to any notice period pay out on account 

of the termination related to the matters mentioned in the undertaking.  

Company reserves its right to initiate appropriate action against me in terms of the Offer Letter Employment 

Agreement and the policy of the Company including termination of my employment and I have hereby provided 

my consent to the same.  

I further undertake and agree to indemnify and keep indemnified the Company for any loss, damages, claims, 

expenses, etc. that the Company may incur at any time now or during the future, and any other claims that may 

arise against the Company by any third party in relation to the above.  

I confirm that I have given this Undertaking with my free will and consent and without coercion or duress. 

 I confirm that the terms and conditions detailed in this Undertaking are most reasonable and are absolutely 

necessary and fully required to safeguard the bonafide interests of the Company. 
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Acceptance       

In accepting employment with NTT DATA Information Processing Services Private Limited, I hereby agree to 

abide by the terms and conditions set out in the above offer of employment and all policies and regulations of the 

Company as may be amended from time to time. 

 

Name & Signature:       Date: 
 
 
  
  
RETURN THIS FORM WITH THE SIGNED OFFER LETTER 
For any questions on your offer, please contact Sneha Murali 
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Ref:  838674 /1908516 /FTC                                Date: 31-Aug-21 

 

MS Bhuvaneshwari S 

No. 20 patel Street, 

ponniamman medu(Chennai, Tamil Nadu) - 600110 

Phone No: 6382771618 

 

Subject - Offer of Appointment 

 

Dear Bhuvaneshwari, 

 

It is our pleasure to welcome you to Tech Mahindra Limited. 

 

1.  With reference to our discussions, we are pleased to offer you appointment a Fixed Term Contract with our 

Organization at Chennai for a period with effect from 31-Aug-21 to 30-Nov-21 on the terms and conditions as 

specified in this Letter. 

 

2.    Your �Annual Total Cash Compensation� will be Rs. 144200. Please refer Annexure-A for details on the 

compensation and statutory deductions.  

 

3.    Your remuneration package is strictly confidential between you and here after, referred as The Company and 

should not be discussed with anyone nor divulged to anyone in any manner whatsoever. 

 

4.    Your employment with us will be governed by terms and conditions as specified in Annexure-B. 

 

5.   The term of your employment shall commence with effect from your date of joining which shall be on 31-Aug-21, 

and is effective till 30-Nov-21. The Offer stands withdrawn thereafter, unless the date is extended and communicated 

to you in writing. 

 

6.    On the date of joining, you are requested to report to Mukesh Paswan at 10:30 AM to complete the joining 

formalities at Tech Mahindra Limited, SBC Tech Park, 90/B1, MTH Road Industrial Estate Road, Ambattur, Chennai-

600058. At the time of joining, you are expected to carry originals of the documents as per Annexure � D and submit 

the copies of the same to the HR Team. 

 

7.    Please note that this Offer is subject to your being given a clear background check either at the time of 

reporting/joining or thereafter depending upon our receipt of the background check report from the agency. 

 

8.    Kindly acknowledge acceptance of this Offer of Appointment by signing and returning the �acceptance copy� to 

Mukesh Paswan latest by 31-Aug-21. 

 

9.    For any clarification / further Information on- 
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 Employment terms and conditions, please get in touch with  Vinothkumar Sampath (E-Mail: 

VS00641649@techmahindra.com) 

 

 

For Tech Mahindra Limited  

 

 

 

 

Mukul Sah 

Group Function Head (Support) � Human Resource 

 

 

Encl: Annexure-A (Salary Structure), Annexure-B (Important / Indicative Terms & Conditions of Employment), 

Annexure-C (Medical Self declaration), Annexure-D (Check List of Documents), Annexure-E (Confidentiality 

Agreement), Annexure F � Intellectual property Assignment, Annexure-G � General Covenant, Annexure H -(Code of 

Conduct and Ethics).  

 

 

 

 

Accepted 

 

 

Date:          Signature of Candidate: 
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Annexure  I 

Name : MS Bhuvaneshwari S 

Designation :  Associate Customer Support 

Grade : U1 

Total Cost to the Company - TCTC (Per Annum) 144,200 

Total Compensation (per Annum)  141,229 

Fixed Salary (per Annum) 141,229 

  Per Month (Rs) Per Annum (Rs) 

(A) Components of Salary      

Basic (20% of Fixed Salary) 2,354 28,246 

House Rent Allowance (50% of Basic) 1,177 14,123 

Personal Pay 6,424 77,083 

Statutory Bonus 471 5,649 

WFH Allowance (Internet Allowance)* 700 8,400 

Total (A) in Rs.  11,125 133,501 

(B) Retirals and Benefits     

Provident Fund (Employer's Contribution @ 12% of Basic Salary) 282 3,389 

ESI (Employer's Contribution @ 3.25% of Total A) 362 4,339 

Total (B) In Rs 644 7,728 

Employee Contribution: (C)      

Provident Fund (Employee's Contribution @12% of Basic Pay) 282 3,389 

ESI (Employee's Contribution @ 0.75% of Total A) 83 1,001 

Total (C) In Rs 366 4,391 

Take Home ( A - C)  10,759 129,110 

Insurance Premiums (towards GTLI and GPAI)   2,971 

Additional Benefits : In addition to the above, you will also be eligible for the below-mentioned benefits -  

i) Insurance     

a) Group Term Life Insurance (GTLI) Coverage: You would be covered under the existing Group Term Life Insurance scheme of 

the company applicable to the employees in your respective grades as per the company policy and the same will be paid to 

the respective nominated beneficiary on the unfortunate death of the employee.  

b) Group Personal Accident Insurance (GPAI) coverage: You would be enrolled under the Company�s GPAI scheme with a cover 

of upto Rs. 5 lakhs payable in case of permanent disablement arising out of any unfortunate event of an accident. 

ii) Bonus / Statutory Bonus shall be paid in 12 equal monthly installments in advance along with your regular salary. 

iii) * WFH allowance (Internet allowance) applicable ONLY for work from home model 

iv) Company Transport and Transport Allowance: 

- Company provided transport is available only in ODD hour shifts 

- In the event of you availing Company provided transport in odd hour shifts to commute to and from office, a token amount 

of  Rs. 500/- p.m. will be deducted from your salary, for one side transport it will be Rs. 250/- p.m. 

Notes: 
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The Company reserves the right to amend, modify, rescind / reinstate the above mentioned policies & schemes partly or 

completely at any point of time. 

With Best Wishes,   

For Tech Mahindra Ltd.  Accepted by : 

  

    

      

  

Mukul Sah Location : 

Group Function Head (Support) � Human Resource   Date : 

 

Annexure � B 
 

1) Employment Agreement 

 

a) Code of Conduct 

During the period of your employment, you will work honestly, faithfully, diligently and efficiently for the growth of 

The Company.   

 

b) Secrecy 

You are expected to maintain utmost secrecy with regard to the affairs of The Company and shall keep confidential 

any information, whether written or oral, which relates to internal controls, computer or data processing programs, 

algorithms, electronic data processing applications, routines, subroutines, techniques or systems, or information 

concerning the business or financial affairs and methods of operation or proposed methods of operation, accounts, 

transactions, proposed transactions, security procedures, trade secrets, know-how, or inventions of Tech Mahindra 

Limited. or its Affiliate, or any client, agent, contractor or vendor. You shall not disclose the identities and other 

related information of any of its clients. 
 

Breach of this provision shall be treated as a gross violation of the terms herein and your services are liable to be 

terminated. 

 

c) Employee data � By accepting this Offer and furnishing your personal data to the Company, You are according 

your irrevocable consent to Company to possess, deal with or handle Your sensitive personal data either by 

itself or through any third party agency during the term of your employment with the Company subject 

however to the terms of the Privacy Policy of the Company. You are aware that your personal data is 

confidential in nature and Company shall process the same in the course of its business, in terms of its privacy 

policy with due and reasonable care. 

 

d) Conflict of Interest 
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Your position with The Company calls for whole time employment and you will devote yourself exclusively to the 

business of The Company.  You will not take up any other work for remuneration (part time or otherwise) or work 

on advisory capacity or be interested directly or indirectly (except as shareholder or debenture holder) in any other 

trade or business, during your employment with The Company, without written permission from The Company. 

Contravention of this will lead to termination of your services from The Company without any notice, with or 

without any liability on the part of The Company for payment of any compensation in lieu of such notice as per 

the procedure mentioned in Section 3. 

 

e) Non-Solicitation / Non-Compete 

You acknowledge that you have signed Covenant against Disclosure and Covenant Not to Compete/Non-

Solicitation ("Covenant"), which is incorporated into this Agreement by reference and is made a part of this 

Agreement and that it constitutes an integral part of the terms of your employment. In the Covenant, you have 

agreed that for a period of twelve months following termination of your employment for any reason whatsoever 

you also confirm and agree that these restrictions are reasonable and are legitimately required to protect the 

business interest of the Tech Mahindra Ltd.  

(i) You will not solicit business and/or sell services/products or build business relationship with customers, 

you were directly or indirectly involved with, during your tenure in Tech Mahindra Ltd  

(ii) You will not interfere with its business relations, including but not limited to soliciting or providing services 

to any of Tech Mahindra�s clients (except as directed by Tech Mahindra Ltd), directly or indirectly.  

(iii) You will not be employed by a client of Tech Mahindra Ltd for which you performed services while 

employed by Tech Mahindra. 

(iv) You will not solicit or induce Tech Mahindra Ltd associates to join a client or to compete with Tech 

Mahindra Ltd. 

(v) You undertake not to solicit or induce or endeavor to solicit or induce any consultant, supplier or service 

provider to cease to deal with the Company and shall not interfere in any way with any relationship 

between a consultant, a supplier or a service provider and the Company. 

 

f) Exclusivity of Services, Publications, Gifts/Anti-bribery 

 

You shall devote all work efforts exclusively to The Company and the furtherance of its interests. Any engagement 

in additional activities for remuneration or any direct or indirect participation in other enterprises of any kind 

requires the prior written consent of The Company. The Company's consent shall not be required for ordinary 

acquisitions of shares or other participation for investment purposes. Membership in the board of directors or 

supervisory board of other enterprises shall be subject to The Company's prior written consent. Any publications 

and lectures by you on topics relating to The Company's business or interests shall be subject to The Company's 

prior written consent. 
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You agree, to not accept or demand loans, rewards or other benefits, or promises thereof, from The Company's 

clients or other persons with whom the Associate has official or business contacts in the context of the Associate's 

activities for The Company, without The Company's prior written consent. 

 

You hereby covenant and undertake that you will: 

 Not engage in any actions that are, or could be seen to be, bribery of foreign public officials as described 

in the OECD Convention on Combating Bribery of Foreign Public Officials in International Business 

Transactions, the Foreign Corrupt Practices Act of the United States of America (the �FCPA�), the Anti-

Terrorism, Crime and Security Act 2001 and Bribery Act, 2010 of the United Kingdom of Great Britain and 

Northern Ireland; and 

 Comply with all United Kingdom, United States, German and other Applicable Law prohibiting bribery and 

in doing so will provide nothing of value to any government official.  

 Not directly or indirectly offer or have offered or give or given or agree or agreed to give or given to any 

person any gift, success fee, rebate or consideration of any kind whatsoever including speed or facilitation 

money or indulge in any activity as an inducement or reward for influencing or carrying out any act and 

specifically in relation to any business  opportunity or a customer including for the purposes of collection 

or for showing any favour or disfavour to any person or persons in relation to such performance. 

 You hereby agree not to involve in receiving any gift/bribery during your tenure with the Company.  You 

shall abide and follow the Company�s anti-bribery policy which is hereby incorporated for reference. This 

Company policy shall be amended from time to time. 

 

 

g) Confidentiality / Non-Disclosure 
 

a) You must return to The Company, upon request, and in any event, upon termination of your employment, 

all documents and tangible items which belong to The Company or which refer to any confidential 

information and which are in your possession or under your control. 

 

b) You must, if requested by The Company, delete all confidential information from any reusable material and 

destroy all other documents and tangible items which contain or refer to any confidential information and 

which are in your possession or under your control. 

 

c) All software, systems, ideas, concepts, designs, documentation or any other material produced by you, 

during the period of your assignment to the Tech Mahindra will either be Intellectual Property of the Tech 

Mahindra or that of its customers. You will not have any rights to such material as described above. 

 

You shall execute / sign the Confidentiality Agreement as and when required by Tech Mahindra Limited or the 

Client. 

h) Non-Disparagement Obligations 

   You covenant and agree that, during the term of your employment and anytime thereafter, neither you nor any 

of your legal heirs or any person acting on your/their behalf, will in any way publicly disparage, bring into 
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disrepute, defame, libel, slander or otherwise criticize the Company, its subsidiaries, affiliates, successors, 

assigns, officers, directors (including any former directors/ officers of the Company or its subsidiaries), 

employees, shareholders, agents, attorneys or representatives, or any of their clients, customers, partners, 

other service providers, or any of their products or services, in any manner that would damage the business or 

reputation of the Company or any of its clients, customers, partners, other service providers. Any violation of 

this section shall necessitate an investigation and appropriate disciplinary action including termination from the 

services and/ or appropriate legal action. 

 

2. Assignments/Transfer/Deputation 

 

Though you have been engaged for a specific position, The Company reserves the right to send you on 

training/deputation/secondment/transfer/assignments to sister companies, associate companies, clients� 

locations or third parties whether in India or abroad. In such case, the terms and conditions of service applicable 

to the new assignment will govern you. 
 

You shall, only at the request of The Company, enter into a direct agreement or undertaking with any customer 

to whom you may be assigned/seconded/deputed accepting restrictions as such customer may reasonably require 

for the protection of its legitimate interests. 

 

3. Termination of Employment 
 

(a) Either party can terminate this employment by serving a notice of 30 days on the other. The Company may 

at its absolute discretion make a payment representing salary (basic) in lieu of notice of termination. 

However, for cause like misconduct, gross negligence, willful insubordination or disobedience, misbehavior 

or non-performance, Tech Mahindra Limited. may terminate your services with immediate notice. The 

Company shall have the right to place you under suspension on subsistence allowance and benefits as 

applicable pending any investigation into potential dishonesty, gross misconduct, misappropriation, gross 

negligence, fraud or other circumstances, which expressly provides for termination of your employment 

which if proved, would entitle The Company to dismiss your services summarily.  

 

(b) In the event of your serving on The Company a notice of termination of employment by submitting a 

resignation letter, your release will be governed by the relevant policies in force at that point in time, subject 

to satisfactory handing over of your duties, responsibilities, Company documents, Company assets, etc. to 

the relevant parties. 

 

(c) In case of Associates who are governed by any other service agreement(s) for serving a minimum stipulated 

period, the associate will need to mandatorily fulfill requirements of Clause 3(a) along with applicable exit 

policy clauses under stipulated service period agreed to and provided therein.    

 

(d) Unauthorized absence or absence without permission from duty for a continuous period of 7 working days 

would make you lose your lien on employment. In such case your employment shall automatically come to 

an end without any notice of termination.  
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(e) You will be governed by The Company�s laid down Code of Conduct and if there is any breach of the same 

or non-performance of contractual obligation or the terms and conditions laid down in this agreement, your 

service could be terminated as per the procedure mentioned in Clause 3(a) herein above. The Company 

further reserves the right to invoke other legal remedies as it deems fit to protect its legitimate interests. 

 

(f) Reference check will be made from your previous employers and other references as may be deemed 

appropriate.  In case there is any adverse report against you which may be detrimental to the interests of 

The Company or if the information furnished by you is not true, The Company reserves the right to terminate 

your services as per the procedure mentioned in Clause 3(a) herein above on the grounds of 

misrepresentation of facts.  

 

(g) In addition to The Company�s right to carry the above verifications, you shall fill in and sign the Criminal 

Disclosure Declaration Form. In the event you have been accused, charged and/or convicted for any criminal 

offence, at any time whether prior or subsequent to your joining The Company, you shall make full 

disclosure of the same and furnish all necessary documents in support thereof. In the event you have been 

accused, charged and/or convicted for any criminal offence, your joining shall be subject to specific written 

confirmation from The Company. The Company at its sole discretion reserves the right to terminate your 

employment as mentioned in Clause 3(a) or take appropriate disciplinary action against you or revoke this 

Offer Letter. In the event of suppression of any facts, The Company shall be entitled to take such other 

action at any time as it may deem fit. 

 

(h) The Company reserves the right to carry out banned/ illegal drugs/narcotic substance screening tests on 

you at any point of time during your tenure. You understand and acknowledge that this is a requirement 

and you have no objections whatsoever if such checks, banned/ illegal drugs/narcotic substance screening 

tests and verifications are carried out by The Company or a third party agency engaged by The Company. 

Arising out of such verification or check or otherwise, if it is detected that the information furnished by you 

in your application is mis-stated or is unstated or document submitted by you are not correct or banned/ 

illegal drugs/narcotic substance screening tests, results are positive, The Company shall, at its sole discretion 

be entitled to fore with terminate your employment as per the procedure mentioned in Clause 3(a) herein 

above  and/or revoke your appointment with The Company, without further reference in the matter. 

 

4. Statement of Facts 

 

(a) It must be specifically understood that this offer is made based on your proficiency on 

Technical/Professional skills you have declared to possess as per the application, and on the ability to handle 

any assignment/job independently anywhere in India or overseas.  In case, at a later date, any of your 

statements/particulars furnished are found to be false or misleading, or your performance is not up to the 

mark or falls short of the minimum standards set by The Company, The Company shall have the right to 

terminate your services forthwith without giving any notice, notwithstanding any other terms and 

conditions stipulated herein. 
 

(b) You confirm and represent that there exists no personal circumstances which are likely to affect your liability 

to discharge your obligations in the course of your employment. You further undertake to notify, your line 

manager and HR Manager immediately of any material change in personal circumstances that may have 
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impact on the status of your employment including, but not limited to, criminal convictions and/or cases 

pending, health issues, right to work in the country where work is to be performed etc. 

 

5.            Company Policies 
 

You are required to comply with all the policies of the Company including but not limited to the Code of Ethical 

Business Conduct, the Policy on Prevention of Sexual Harassment and such other policies, as communicated to the 

associates of Tech Mahindra from time to time. In case of any violation or failure to comply with such Company 

Policy/policies, the Employee shall be subjected to the disciplinary action as per company policy.  These policies are 

available on Tech Mahindra�s intranet. You are requested to visit the site at frequent intervals to get all updates / 

changes. By signing a copy of this letter, you are consenting that you will visit the intranet site and get familiar with 

Tech Mahindra�s policies. Tech Mahindra reserves the right to interpret, change, suspend or terminate any of its 

benefits, policy plans or programs in accordance with its needs from time to time. 

 

6. Personal Indebtedness 
 

Tech Mahindra Limited shall not be responsible for personal indebtedness or other liabilities incurred by you, 

during/prior to your employment with Tech Mahindra Limited You understand and accept that you shall have no 

authority to pledge the credit of Tech Mahindra Limited to any person or entity without Tech Mahindra Limited�s 

prior written authorization.  

 

7. Restraints 
 

Access to Information 
 

Information is available on need to know basis for specified groups. The network file server is segregated to allow 

individual sectors for projects and units.  Access to these are authorized through access privileges approved by unit 

Mentors or Project Mentors. 

 

Authorization 

 

Only those authorized by a specific power of attorney may sign legal documents, representing The Company. 

 

Smoking 

 

We owe and assure a smoke free environment for our Associates.  Barring some areas, the entire office premises 

including conference rooms, lobbies, is declared as �No-Smoking Zone�. 

 

Passwords 

 

Access to our network, development environment and MS-Exchange is through individual�s password.  For security 

reasons it is essential to maintain confidentiality of the same.   

 

Unauthorized Software 
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You shall not install, download, copy and duplicate any unauthorized or unlicensed software, programs, games, 

attachments on to your computer systems. 

 

Security 

 

Security is an important aspect of our communication and office infrastructure.  We have security personnel 

deployed on all the floors who take care of the security.  Those of you who wish to work late or early hours are 

requested to produce their identity cards to the Security personnel on demand. If there is a need to take some of 

the equipment�s/infrastructure out of the office premises for any reason the associate shall obtain the gate pass 

from the security staff after the authorization from your mentor.  

 

The communication security is maintained by controlling physical access to computer systems, disabling all 

workstation floppy disk drives, and a Company-wide awareness about the need for protection of intellectual 

property and sensitive customer information.  For some projects, The Company uses sophisticated data encryption 

devices. Your work table and storage space is lockable.  Please ensure they are locked when unattended.  Duplicate 

keys are maintained with Security.  One can take a duplicate key after signing for it for one�s own or team member�s 

table or storage. 

 

(a) Destroying Papers & Material 

 

Any official communication, which is confidential in nature, shall be destroyed through paper shredder after 

the purpose is served. 

 

(b) Use of Company Resources 

 

(i) You shall use The Company�s resources only for official purposes as per the applicable Company 

policy. 

 

(ii) The Company shall have the right to access the files, folders and data stored in the official laptop 

provided to you by the Company and to keep track on individual users activity and logs stored in the official 

laptop. Further the Company may also monitor the emails and email traffic in your official mail id provided 

by the Company as measure to ensure compliance with Company�s policies and network security. You also 

authorize the Company representative to access all the data and information stored under your mail id 

during and after employment with the Company and this access is provided under the applicable data 

privacy laws. You also expressly waive any other rights as may be available under the applicable Data 

Privacy laws against the Company for providing such access. 

 

(iii) You shall access only those web sites, which are relevant to your work at hand. 

 

(iv) You shall not use any company resource for hacking or other unethical / illegal activities. 

 

(v)  You shall not circulate or distribute offensive/pornographic material through e-mail or in any other 

manner. 
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8. Overseas Service Agreement 

 

As The Company will be spending substantial amount of time and money for your deputation /secondment 

abroad, you may be required to sign a deputation agreement with The Company and may also be required to 

execute a Surety Bond on such terms, as The Company may deem appropriate.  (This agreement will consist, inter 

alia, of issues like (i) your commitment to complete the project (ii) your returning to India after completion of the 

project and serving The Company for a stipulated period). 

 
9. Intellectual Property Rights 

 

You agree to disclose any invention, development,  process, plan, design, formula, specification, program or other 

matter of work whatsoever (collectively "the Inventions") created, developed or discovered by you, either alone 

or in concert, in the course of your employment and the same shall be the absolute property of The Company. 

Any Intellectual Property Rights and rights to inventions arising out of your activities hereunder, or if ownership 

rights cannot be transferred under applicable law, any exploitation rights relating thereto, shall be transferred to 

The Company in accordance with applicable law. You shall, as and when requested by The Company (at Company's 

cost and expense), assist The Company in perfecting the Intellectual Property Rights in any manner The Company 

deems fit. You shall execute/sign the Intellectual Property Rights Assignment document as and when required by 

Tech Mahindra Limited or the Client. 

 

 

10. Jurisdiction  

 

Even though The Company may depute you overseas for on-site work or to any other location in India, the 

jurisdiction concerning any dispute arising out of your employment will be in the courts in Mumbai only. 

 

 

11. Retirement 

 

Your services with the Company will come to an end immediately upon your attaining the age of retirement as per 

the then prevailing policy of the Company. For the purpose of determining this, the age recorded with The Company 

shall be considered as final and conclusive.    

Termination of employment may also be initiated earlier by either party by serving prior written notice on the 

other, as per the notice period stipulated in this letter.      

 

12. General  

 

The above terms and conditions including those in Annexure - A (Salary break up) are based on Company policies, 

procedures and other rules currently applicable in India as well as Overseas and are subject to amendments and 

adjustments from time to time. In all services matters, including those not specifically covered here such as 

Traveling, Leave, Working Hours, Retirement, Code of Conduct, etc. you will be governed by the rules of The 

Company as shall be in force from time to time. However, entitlements will be extended/prorated for the duration 

of the contract.    
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13. You shall be present in the office during normal working hours as specified in the policies or during hours expressly 

designated for you in writing. Depending on organizational requirement or project contingencies your working 

hours / work days may be modified/ altered from time to time. The Company does not encourage overtime work 

and accordingly does not have a policy for payment of overtime.  

 

14. You shall provide details regarding the utilization of your time by entering the same into Tech Mahindra Limited�s 

electronic timesheet system on a daily basis. In case you are attached to any project where the client may have 

requirement of recording specific time-efforts, you shall comply with such requirement also, in addition to Tech 

Mahindra Limited�s timesheet system. 

 

15. This offer is purely based on the information / documents provided by you and by accepting the offer, you 

specifically authorize The Company or any external agency through Tech Mahindra Limited to verify your 

educational, employment antecedents, your conduct and any other background checks  prior to your joining The 

Company or thereafter. You shall extend your co-operation (if asked for) during such verification without any 

protest or demur.  

 

 

 

 

This is to certify that I have gone through and understood all the terms and conditions mentioned in Annexure � B and 

I hereby accept and agree to abide by them. I am also required to fill the EMPLOYMENT VERIFICATION FORM, complete 

in all respects and bring it along with all the other documents / testimonials as required (Annexure D) at the time of 

joining. 

 

 

Name in full  : 

 

Signature  : 

 

Address  : 

 

Date   :  

 

Place   : 
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Annexure- C  - Medical Declaration 
 

 

 

Candidate�s Medical History: 

 

 

Candidate�s Medical Details 

 

 

Yes 

 

No 

 

Please provide the details 

Do you have any defect or problem of vision? 
   

Can you readily distinguish between the pigmentary 

colors? 

   

Do you suffer from a degree of deafness which would 

prevent your hearing of normal conversation? 

   

Do you have any physical deformity / handicap? 
   

Do you have any congenital disorder / abnormality? 
   

Have you ever been diagnosed to have any Psychiatric 

ailment including Depression, Anxiety Neurosis, Phobic 

Disorders, Schizophrenia, Manic Depressive Psychosis or 

any other Psychiatric illness? 

   

Have you ever been diagnosed with an alcohol or drug 

abuse problem? If yes, are you on treatment for the 

same? 

   

Have you ever been disqualified on medical grounds 

from any previous employment opportunity? 

   

MEDICAL DECLARATION  FORM 

      

 Applicant ID (To be filled by HR)  Associate ID (To be filled by HR)  

 

 

First Name:                                                                                                                                                                         Last Name:   

 

 

Gender: Male / Female                                                Date of birth (DD/MM/YYYY)                                                                                      Blood Group     
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Have you ever been suffering from any Medical 

condition that may require you to take Medical Leave 

over the next 12 months? 

   

Have you had any form of critical illness or operation in 

the last two years? 

   

Have you ever been diagnosed to have Cancer, Tumor, 

Cyst or any similar type of growth? 

   

 

 

Have you ever suffered/are you suffering from any of the following? (Please tick whichever applicable)  

 
Heart Attack  Diabetes 

 
High Blood Pressure  Stroke 

 
Night Blindness  Valve Disorders 

 
Asthma  Slipped disc 

Any other major disease/illness that you may be willing 

to disclose 
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Candidate�s Declaration: 

 

 

I declare that, to the best of my knowledge, the answers to the questions in this form are correct and that I am not 

suffering from any disease/illness that I have not revealed.  

 

 

 

 

Signature: 

 

 

 

 

 

Name:                 _________________________________________ 

 

 

 

Date:                   _________________________________________ 

 

                                               (DD/MM/YY)  

 

 

 

 

  

 





_________________________

    (Authorized Signatory)

________________________
Signature and date:
Name: HARSHAVARDHINI

Date: 25 Sep 2021

Ms Harshavardhini 
No 24 Ganesh Riverdale Appartment
20Th Street Korattur Chennai
600080 600080

Employee No: 2207877
Dear Ms Harshavardhini

Appointment Letter

We are pleased to appoint you in our organization as Junior Executive , Grade E1 in the department CPA CUSTOMER
CARE subject to the following terms and conditions:

Your are required to join our organization on or before 25 Sep 2021 and your place of work shall presently be
at Ambattur 

You will be on orientation period till 17Mar2022

The responsibilities and tasks assigned to you under this Appointment letter  synchronize with the  definite time line
schedules for completion of various  project assignments mutually agreed by our Company,  with our esteemed client. 
As our employee, you shall perform your services in a professional manner and shall ensure that the time bound tasks
are substantially completed within the specified tenure, as may be mutually agreed and reviewed on case to case basis
by your Reporting authority. Depending on your performance and track record to complete the individual assignments
within the definite timeline,   fresh tasks for completion shall be assigned/renewed, subject to consent of both the
parties. For employee’s joining in government / semi government / RBI guided projects; if under any circumstances the
operator ID / criteria fulfilment parameter is suspended / barred / disqualified, then the employee's engagement under
this appointment letter   will come to an end with immediate effect without any liability except for the legitimate dues
payable by Teamlease.

Your remuneration would be set as follows:

Salary Annexure (Per Month)

Particulars Amount
Basic 6720
House Rent Allowance 3360
Special Allowance 2314
Gratuity 324
Employer PF Contribution 1354
ESIC  Employer 476
Mobile Allowance 500
Bonus 1750
TotalAmount 16798
Amount In Words(Rs) Sixteen Thousand Seven Hundred Ninety Eight Rupees

Salary and  grade  offered  to  you  as  above is  based on  the representation  made  by  you  during Your interactions
with the Company officials and/ or documents submitted  by  you.  In case  of any discrepancy, company reserves right
to alter/modify/withdraw the offer made to you.

Retirement / Statutory Benefits:

You will be Eligible for Retirement Benefits of the organization;Namely Provident Fund and Gratuity as per the company
policy.

Gratuity:

You will be eligible for payment of Gratuity subject to fulfilment of the payment of Gratuity Act,1972.   

Incentive Scheme:

You will participate in the Sales Incentive scheme and would receive incentives based on your performance and
contribution to the organization as per the scheme. Kindly note that you will not have any right to claim   any
performance Incentive from the Company, if you resign or abscond or if you are separated from the Company for
whatsoever reason.    

It is further agreed between the company and you that the incentive,payable if any, based on your performance and
productivity is in Lieu of any other bonus including bonus based on profits payable under any law.    

Transfer:

The organization shall have the right to transfer you to any of its offices or group companies in India that is in existence
or may come into existence at a future date.

Leave:

You will be eligible for leave, As per Company rules, subject to approval from the competent authority. It may be noted
that leaves cannot be deemed  as granted unless sanctioned by Competent Authority. No leaves can be taken during
probation period. Women employees who have completed 80 working days with the organization shall be eligible for
Maternity leave as per the policy.

Unauthorised Leave / Absence:

 If you are on unauthorised Leave and absence for more than    seven (7) days without any intimation to the Company
then it would be deemed that you are not interested in continuing with the organization and you would be Automatically
Ceased to be an  employee of the organization and in such a case you will be terminated from the services of the
company with or without any intimation.

Job Profile:

Your duties and responsibilities will be explained to you on your joining the organization. However, you shall execute
and perform all such duties that may be assigned to you by the organization and the organization reserves its right to
change this at its discretion.

Professional Ethics and Confidentiality:

While you are in the services of the organization, you are not permitted to carry on any other business or profession 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 company and will not divulge to any person / third party or utilize any of
the organization’s confidential information or other related information (which you may possess by reason of your
association with the organization)  outside the organization.

Notice Period:

During the orientation period either party can terminate the services by giving 30 days’ notice or Basic salary in   lieu
thereof at the organization’s discretion.

After successful completion of orientation period either party may terminate the employment under this Appointment
letter, by issuing 90 days’ notice in writing or payment in lieu thereof at the organization’s discretion.

You will be  liable  to  submit  all  the  company’s  assets, data etc., provided during your tenure in the  company for
carrying official  duties,  at  the  time  of  separation  from  the company. 

Background Verification / Reference Check

Your appointment will be subject to satisfactory reference check.  The company reserves the right to have your
background verified directly or through an outside agency.  If on such verification it is found that you have furnished
wrong information or concealed any material information your services are liable to be terminated.

Termination of Employment:

Your services with the organization are liable to be terminated in the event of:

1.  Any breach of the conditions mentioned in this letter on your part;
2.  Any incorrect information furnished by you;
3.  Suppression of any material information by you; and
4.  Your performance level is below the expected level and/or the business target, as set out for you from time to time,

has not been achieved by you.
5.  Violation of Company’s (Client’s) Code of Conduct.

Change in the Personal Details :

You shall intimate the Company about any change of your residential address (permanent and/or current), qualification
and other personal details within five  days from the date of change of such details. Your residential address records
with the company will be treated as official address and will be used for all official communications with you. In case of
nonintimation of   change in your residential address to the company, any   correspondence to your last known address
will be treated as communication received by the employee.                                                                               

The terms and conditions of employment set  out in this letter of appointment constitute service conditions  to  your 
employment  in  the  organization  in  addition  to  code of conduct  and  other  laid  down guidelines   and organization
reserves the right to change the terms and conditions of your employment set out in this letter of  appointment. Any
future changes in   the Company policies, rules, regulations    and your employment terms will super cede the terms and
conditions mentioned in this  letter. The Courts in Ambattur  will have exclusive jurisdiction with regards to any dispute.

Kindly note that you are required to sign the copy  of this letter as a token of your acceptance and return It    to
us immediately. In case we do not receive your acknowledgement copy within a period of 15 days from   the date of
joining, receipt of first salary by you will be conclusive proof of your acceptance of the terms and conditions mentioned
herein.                                  

A list of document to be submitted at the time of joining is given for your information.

1.  Updated Resume
2.  Relieving letter from previous employer
3.  Copies of educational qualification certificates
4.  Copies of payslips for last three months
5.   Copy of AADHAR Card.
6.  Copy of PAN Card.
7.  Address Proof :  Driving Licence /AADHAR Card / Election Card
8.  Nomination form 1 under the Payment of Wages Act.
9.  Nomination Form 2 under the PF Act.
10.  Form XI under the PF Act.
11.  Declaration form if applicable under the ESIC Act.
12.   3 nos. Passport size photographs.

We look forward to your contribution to the organization and hope that we will have a mutually fulfilling relationship.

ENDORSEMENT

I hereby confirm acceptance of the above assignment, on the terms and conditions stipulated therein.

Mandatory Training Programme  Prevention of Sexual Harassment at Work Place  The Sexual Harassment
of Women at Workplace (Prevention, Prohibition and Redressal) Act 2013 (Act)

In accordance with the provisions of the above Act and the Policy of the Company to create awareness on prevention of
sexual harassment at workplace, we urge you to undergo an online training programme, on the subject matter.

Please note that undergoing online training is mandatory for this engagement.

The link to undergo the programme and complete the evaluation is given below.

Link : https:tlconnect.teamlease.com/Learning

The training programme shall be conducted on a regular basis every year. Please complete the training programme
within 15 days of receipt of this letter, after which it shall be  treated as a deemed confirmation that you have understood
your responsibilities in ensuring a safe workplace.

For TEAMLEASE SERVICES  LIMITED  Accepted and Agreed

**This is a system generated document. Any unauthorized use, disclosure, dissemination, or copying of this document is strictly prohibited and may be unlawful.**
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_________________________

    (Authorized Signatory)

________________________
Signature and date:
Name: HARSHAVARDHINI

Date: 25 Sep 2021

Ms Harshavardhini 
No 24 Ganesh Riverdale Appartment
20Th Street Korattur Chennai
600080 600080

Employee No: 2207877
Dear Ms Harshavardhini

Appointment Letter

We are pleased to appoint you in our organization as Junior Executive , Grade E1 in the department CPA CUSTOMER
CARE subject to the following terms and conditions:

Your are required to join our organization on or before 25 Sep 2021 and your place of work shall presently be
at Ambattur 

You will be on orientation period till 17Mar2022

The responsibilities and tasks assigned to you under this Appointment letter  synchronize with the  definite time line
schedules for completion of various  project assignments mutually agreed by our Company,  with our esteemed client. 
As our employee, you shall perform your services in a professional manner and shall ensure that the time bound tasks
are substantially completed within the specified tenure, as may be mutually agreed and reviewed on case to case basis
by your Reporting authority. Depending on your performance and track record to complete the individual assignments
within the definite timeline,   fresh tasks for completion shall be assigned/renewed, subject to consent of both the
parties. For employee’s joining in government / semi government / RBI guided projects; if under any circumstances the
operator ID / criteria fulfilment parameter is suspended / barred / disqualified, then the employee's engagement under
this appointment letter   will come to an end with immediate effect without any liability except for the legitimate dues
payable by Teamlease.

Your remuneration would be set as follows:

Salary Annexure (Per Month)

Particulars Amount
Basic 6720
House Rent Allowance 3360
Special Allowance 2314
Gratuity 324
Employer PF Contribution 1354
ESIC  Employer 476
Mobile Allowance 500
Bonus 1750
TotalAmount 16798
Amount In Words(Rs) Sixteen Thousand Seven Hundred Ninety Eight Rupees

Salary and  grade  offered  to  you  as  above is  based on  the representation  made  by  you  during Your interactions
with the Company officials and/ or documents submitted  by  you.  In case  of any discrepancy, company reserves right
to alter/modify/withdraw the offer made to you.

Retirement / Statutory Benefits:

You will be Eligible for Retirement Benefits of the organization;Namely Provident Fund and Gratuity as per the company
policy.

Gratuity:

You will be eligible for payment of Gratuity subject to fulfilment of the payment of Gratuity Act,1972.   

Incentive Scheme:

You will participate in the Sales Incentive scheme and would receive incentives based on your performance and
contribution to the organization as per the scheme. Kindly note that you will not have any right to claim   any
performance Incentive from the Company, if you resign or abscond or if you are separated from the Company for
whatsoever reason.    

It is further agreed between the company and you that the incentive,payable if any, based on your performance and
productivity is in Lieu of any other bonus including bonus based on profits payable under any law.    

Transfer:

The organization shall have the right to transfer you to any of its offices or group companies in India that is in existence
or may come into existence at a future date.

Leave:

You will be eligible for leave, As per Company rules, subject to approval from the competent authority. It may be noted
that leaves cannot be deemed  as granted unless sanctioned by Competent Authority. No leaves can be taken during
probation period. Women employees who have completed 80 working days with the organization shall be eligible for
Maternity leave as per the policy.

Unauthorised Leave / Absence:

 If you are on unauthorised Leave and absence for more than    seven (7) days without any intimation to the Company
then it would be deemed that you are not interested in continuing with the organization and you would be Automatically
Ceased to be an  employee of the organization and in such a case you will be terminated from the services of the
company with or without any intimation.

Job Profile:

Your duties and responsibilities will be explained to you on your joining the organization. However, you shall execute
and perform all such duties that may be assigned to you by the organization and the organization reserves its right to
change this at its discretion.

Professional Ethics and Confidentiality:

While you are in the services of the organization, you are not permitted to carry on any other business or profession 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 company and will not divulge to any person / third party or utilize any of
the organization’s confidential information or other related information (which you may possess by reason of your
association with the organization)  outside the organization.

Notice Period:

During the orientation period either party can terminate the services by giving 30 days’ notice or Basic salary in   lieu
thereof at the organization’s discretion.

After successful completion of orientation period either party may terminate the employment under this Appointment
letter, by issuing 90 days’ notice in writing or payment in lieu thereof at the organization’s discretion.

You will be  liable  to  submit  all  the  company’s  assets, data etc., provided during your tenure in the  company for
carrying official  duties,  at  the  time  of  separation  from  the company. 

Background Verification / Reference Check

Your appointment will be subject to satisfactory reference check.  The company reserves the right to have your
background verified directly or through an outside agency.  If on such verification it is found that you have furnished
wrong information or concealed any material information your services are liable to be terminated.

Termination of Employment:

Your services with the organization are liable to be terminated in the event of:

1.  Any breach of the conditions mentioned in this letter on your part;
2.  Any incorrect information furnished by you;
3.  Suppression of any material information by you; and
4.  Your performance level is below the expected level and/or the business target, as set out for you from time to time,

has not been achieved by you.
5.  Violation of Company’s (Client’s) Code of Conduct.

Change in the Personal Details :

You shall intimate the Company about any change of your residential address (permanent and/or current), qualification
and other personal details within five  days from the date of change of such details. Your residential address records
with the company will be treated as official address and will be used for all official communications with you. In case of
nonintimation of   change in your residential address to the company, any   correspondence to your last known address
will be treated as communication received by the employee.                                                                               

The terms and conditions of employment set  out in this letter of appointment constitute service conditions  to  your 
employment  in  the  organization  in  addition  to  code of conduct  and  other  laid  down guidelines   and organization
reserves the right to change the terms and conditions of your employment set out in this letter of  appointment. Any
future changes in   the Company policies, rules, regulations    and your employment terms will super cede the terms and
conditions mentioned in this  letter. The Courts in Ambattur  will have exclusive jurisdiction with regards to any dispute.

Kindly note that you are required to sign the copy  of this letter as a token of your acceptance and return It    to
us immediately. In case we do not receive your acknowledgement copy within a period of 15 days from   the date of
joining, receipt of first salary by you will be conclusive proof of your acceptance of the terms and conditions mentioned
herein.                                  

A list of document to be submitted at the time of joining is given for your information.

1.  Updated Resume
2.  Relieving letter from previous employer
3.  Copies of educational qualification certificates
4.  Copies of payslips for last three months
5.   Copy of AADHAR Card.
6.  Copy of PAN Card.
7.  Address Proof :  Driving Licence /AADHAR Card / Election Card
8.  Nomination form 1 under the Payment of Wages Act.
9.  Nomination Form 2 under the PF Act.
10.  Form XI under the PF Act.
11.  Declaration form if applicable under the ESIC Act.
12.   3 nos. Passport size photographs.

We look forward to your contribution to the organization and hope that we will have a mutually fulfilling relationship.

ENDORSEMENT

I hereby confirm acceptance of the above assignment, on the terms and conditions stipulated therein.

Mandatory Training Programme  Prevention of Sexual Harassment at Work Place  The Sexual Harassment
of Women at Workplace (Prevention, Prohibition and Redressal) Act 2013 (Act)

In accordance with the provisions of the above Act and the Policy of the Company to create awareness on prevention of
sexual harassment at workplace, we urge you to undergo an online training programme, on the subject matter.

Please note that undergoing online training is mandatory for this engagement.

The link to undergo the programme and complete the evaluation is given below.

Link : https:tlconnect.teamlease.com/Learning

The training programme shall be conducted on a regular basis every year. Please complete the training programme
within 15 days of receipt of this letter, after which it shall be  treated as a deemed confirmation that you have understood
your responsibilities in ensuring a safe workplace.

For TEAMLEASE SERVICES  LIMITED  Accepted and Agreed

**This is a system generated document. Any unauthorized use, disclosure, dissemination, or copying of this document is strictly prohibited and may be unlawful.**
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_________________________

    (Authorized Signatory)

________________________
Signature and date:
Name: HARSHAVARDHINI

Date: 25 Sep 2021

Ms Harshavardhini 
No 24 Ganesh Riverdale Appartment
20Th Street Korattur Chennai
600080 600080

Employee No: 2207877
Dear Ms Harshavardhini

Appointment Letter

We are pleased to appoint you in our organization as Junior Executive , Grade E1 in the department CPA CUSTOMER
CARE subject to the following terms and conditions:

Your are required to join our organization on or before 25 Sep 2021 and your place of work shall presently be
at Ambattur 

You will be on orientation period till 17Mar2022

The responsibilities and tasks assigned to you under this Appointment letter  synchronize with the  definite time line
schedules for completion of various  project assignments mutually agreed by our Company,  with our esteemed client. 
As our employee, you shall perform your services in a professional manner and shall ensure that the time bound tasks
are substantially completed within the specified tenure, as may be mutually agreed and reviewed on case to case basis
by your Reporting authority. Depending on your performance and track record to complete the individual assignments
within the definite timeline,   fresh tasks for completion shall be assigned/renewed, subject to consent of both the
parties. For employee’s joining in government / semi government / RBI guided projects; if under any circumstances the
operator ID / criteria fulfilment parameter is suspended / barred / disqualified, then the employee's engagement under
this appointment letter   will come to an end with immediate effect without any liability except for the legitimate dues
payable by Teamlease.

Your remuneration would be set as follows:

Salary Annexure (Per Month)

Particulars Amount
Basic 6720
House Rent Allowance 3360
Special Allowance 2314
Gratuity 324
Employer PF Contribution 1354
ESIC  Employer 476
Mobile Allowance 500
Bonus 1750
TotalAmount 16798
Amount In Words(Rs) Sixteen Thousand Seven Hundred Ninety Eight Rupees

Salary and  grade  offered  to  you  as  above is  based on  the representation  made  by  you  during Your interactions
with the Company officials and/ or documents submitted  by  you.  In case  of any discrepancy, company reserves right
to alter/modify/withdraw the offer made to you.

Retirement / Statutory Benefits:

You will be Eligible for Retirement Benefits of the organization;Namely Provident Fund and Gratuity as per the company
policy.

Gratuity:

You will be eligible for payment of Gratuity subject to fulfilment of the payment of Gratuity Act,1972.   

Incentive Scheme:

You will participate in the Sales Incentive scheme and would receive incentives based on your performance and
contribution to the organization as per the scheme. Kindly note that you will not have any right to claim   any
performance Incentive from the Company, if you resign or abscond or if you are separated from the Company for
whatsoever reason.    

It is further agreed between the company and you that the incentive,payable if any, based on your performance and
productivity is in Lieu of any other bonus including bonus based on profits payable under any law.    

Transfer:

The organization shall have the right to transfer you to any of its offices or group companies in India that is in existence
or may come into existence at a future date.

Leave:

You will be eligible for leave, As per Company rules, subject to approval from the competent authority. It may be noted
that leaves cannot be deemed  as granted unless sanctioned by Competent Authority. No leaves can be taken during
probation period. Women employees who have completed 80 working days with the organization shall be eligible for
Maternity leave as per the policy.

Unauthorised Leave / Absence:

 If you are on unauthorised Leave and absence for more than    seven (7) days without any intimation to the Company
then it would be deemed that you are not interested in continuing with the organization and you would be Automatically
Ceased to be an  employee of the organization and in such a case you will be terminated from the services of the
company with or without any intimation.

Job Profile:

Your duties and responsibilities will be explained to you on your joining the organization. However, you shall execute
and perform all such duties that may be assigned to you by the organization and the organization reserves its right to
change this at its discretion.

Professional Ethics and Confidentiality:

While you are in the services of the organization, you are not permitted to carry on any other business or profession 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 company and will not divulge to any person / third party or utilize any of
the organization’s confidential information or other related information (which you may possess by reason of your
association with the organization)  outside the organization.

Notice Period:

During the orientation period either party can terminate the services by giving 30 days’ notice or Basic salary in   lieu
thereof at the organization’s discretion.

After successful completion of orientation period either party may terminate the employment under this Appointment
letter, by issuing 90 days’ notice in writing or payment in lieu thereof at the organization’s discretion.

You will be  liable  to  submit  all  the  company’s  assets, data etc., provided during your tenure in the  company for
carrying official  duties,  at  the  time  of  separation  from  the company. 

Background Verification / Reference Check

Your appointment will be subject to satisfactory reference check.  The company reserves the right to have your
background verified directly or through an outside agency.  If on such verification it is found that you have furnished
wrong information or concealed any material information your services are liable to be terminated.

Termination of Employment:

Your services with the organization are liable to be terminated in the event of:

1.  Any breach of the conditions mentioned in this letter on your part;
2.  Any incorrect information furnished by you;
3.  Suppression of any material information by you; and
4.  Your performance level is below the expected level and/or the business target, as set out for you from time to time,

has not been achieved by you.
5.  Violation of Company’s (Client’s) Code of Conduct.

Change in the Personal Details :

You shall intimate the Company about any change of your residential address (permanent and/or current), qualification
and other personal details within five  days from the date of change of such details. Your residential address records
with the company will be treated as official address and will be used for all official communications with you. In case of
nonintimation of   change in your residential address to the company, any   correspondence to your last known address
will be treated as communication received by the employee.                                                                               

The terms and conditions of employment set  out in this letter of appointment constitute service conditions  to  your 
employment  in  the  organization  in  addition  to  code of conduct  and  other  laid  down guidelines   and organization
reserves the right to change the terms and conditions of your employment set out in this letter of  appointment. Any
future changes in   the Company policies, rules, regulations    and your employment terms will super cede the terms and
conditions mentioned in this  letter. The Courts in Ambattur  will have exclusive jurisdiction with regards to any dispute.

Kindly note that you are required to sign the copy  of this letter as a token of your acceptance and return It    to
us immediately. In case we do not receive your acknowledgement copy within a period of 15 days from   the date of
joining, receipt of first salary by you will be conclusive proof of your acceptance of the terms and conditions mentioned
herein.                                  

A list of document to be submitted at the time of joining is given for your information.

1.  Updated Resume
2.  Relieving letter from previous employer
3.  Copies of educational qualification certificates
4.  Copies of payslips for last three months
5.   Copy of AADHAR Card.
6.  Copy of PAN Card.
7.  Address Proof :  Driving Licence /AADHAR Card / Election Card
8.  Nomination form 1 under the Payment of Wages Act.
9.  Nomination Form 2 under the PF Act.
10.  Form XI under the PF Act.
11.  Declaration form if applicable under the ESIC Act.
12.   3 nos. Passport size photographs.

We look forward to your contribution to the organization and hope that we will have a mutually fulfilling relationship.

ENDORSEMENT

I hereby confirm acceptance of the above assignment, on the terms and conditions stipulated therein.

Mandatory Training Programme  Prevention of Sexual Harassment at Work Place  The Sexual Harassment
of Women at Workplace (Prevention, Prohibition and Redressal) Act 2013 (Act)

In accordance with the provisions of the above Act and the Policy of the Company to create awareness on prevention of
sexual harassment at workplace, we urge you to undergo an online training programme, on the subject matter.

Please note that undergoing online training is mandatory for this engagement.

The link to undergo the programme and complete the evaluation is given below.

Link : https:tlconnect.teamlease.com/Learning

The training programme shall be conducted on a regular basis every year. Please complete the training programme
within 15 days of receipt of this letter, after which it shall be  treated as a deemed confirmation that you have understood
your responsibilities in ensuring a safe workplace.

For TEAMLEASE SERVICES  LIMITED  Accepted and Agreed

**This is a system generated document. Any unauthorized use, disclosure, dissemination, or copying of this document is strictly prohibited and may be unlawful.**
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_________________________

    (Authorized Signatory)

________________________
Signature and date:
Name: HARSHAVARDHINI

Date: 25 Sep 2021

Ms Harshavardhini 
No 24 Ganesh Riverdale Appartment
20Th Street Korattur Chennai
600080 600080

Employee No: 2207877
Dear Ms Harshavardhini

Appointment Letter

We are pleased to appoint you in our organization as Junior Executive , Grade E1 in the department CPA CUSTOMER
CARE subject to the following terms and conditions:

Your are required to join our organization on or before 25 Sep 2021 and your place of work shall presently be
at Ambattur 

You will be on orientation period till 17Mar2022

The responsibilities and tasks assigned to you under this Appointment letter  synchronize with the  definite time line
schedules for completion of various  project assignments mutually agreed by our Company,  with our esteemed client. 
As our employee, you shall perform your services in a professional manner and shall ensure that the time bound tasks
are substantially completed within the specified tenure, as may be mutually agreed and reviewed on case to case basis
by your Reporting authority. Depending on your performance and track record to complete the individual assignments
within the definite timeline,   fresh tasks for completion shall be assigned/renewed, subject to consent of both the
parties. For employee’s joining in government / semi government / RBI guided projects; if under any circumstances the
operator ID / criteria fulfilment parameter is suspended / barred / disqualified, then the employee's engagement under
this appointment letter   will come to an end with immediate effect without any liability except for the legitimate dues
payable by Teamlease.

Your remuneration would be set as follows:

Salary Annexure (Per Month)

Particulars Amount
Basic 6720
House Rent Allowance 3360
Special Allowance 2314
Gratuity 324
Employer PF Contribution 1354
ESIC  Employer 476
Mobile Allowance 500
Bonus 1750
TotalAmount 16798
Amount In Words(Rs) Sixteen Thousand Seven Hundred Ninety Eight Rupees

Salary and  grade  offered  to  you  as  above is  based on  the representation  made  by  you  during Your interactions
with the Company officials and/ or documents submitted  by  you.  In case  of any discrepancy, company reserves right
to alter/modify/withdraw the offer made to you.

Retirement / Statutory Benefits:

You will be Eligible for Retirement Benefits of the organization;Namely Provident Fund and Gratuity as per the company
policy.

Gratuity:

You will be eligible for payment of Gratuity subject to fulfilment of the payment of Gratuity Act,1972.   

Incentive Scheme:

You will participate in the Sales Incentive scheme and would receive incentives based on your performance and
contribution to the organization as per the scheme. Kindly note that you will not have any right to claim   any
performance Incentive from the Company, if you resign or abscond or if you are separated from the Company for
whatsoever reason.    

It is further agreed between the company and you that the incentive,payable if any, based on your performance and
productivity is in Lieu of any other bonus including bonus based on profits payable under any law.    

Transfer:

The organization shall have the right to transfer you to any of its offices or group companies in India that is in existence
or may come into existence at a future date.

Leave:

You will be eligible for leave, As per Company rules, subject to approval from the competent authority. It may be noted
that leaves cannot be deemed  as granted unless sanctioned by Competent Authority. No leaves can be taken during
probation period. Women employees who have completed 80 working days with the organization shall be eligible for
Maternity leave as per the policy.

Unauthorised Leave / Absence:

 If you are on unauthorised Leave and absence for more than    seven (7) days without any intimation to the Company
then it would be deemed that you are not interested in continuing with the organization and you would be Automatically
Ceased to be an  employee of the organization and in such a case you will be terminated from the services of the
company with or without any intimation.

Job Profile:

Your duties and responsibilities will be explained to you on your joining the organization. However, you shall execute
and perform all such duties that may be assigned to you by the organization and the organization reserves its right to
change this at its discretion.

Professional Ethics and Confidentiality:

While you are in the services of the organization, you are not permitted to carry on any other business or profession 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 company and will not divulge to any person / third party or utilize any of
the organization’s confidential information or other related information (which you may possess by reason of your
association with the organization)  outside the organization.

Notice Period:

During the orientation period either party can terminate the services by giving 30 days’ notice or Basic salary in   lieu
thereof at the organization’s discretion.

After successful completion of orientation period either party may terminate the employment under this Appointment
letter, by issuing 90 days’ notice in writing or payment in lieu thereof at the organization’s discretion.

You will be  liable  to  submit  all  the  company’s  assets, data etc., provided during your tenure in the  company for
carrying official  duties,  at  the  time  of  separation  from  the company. 

Background Verification / Reference Check

Your appointment will be subject to satisfactory reference check.  The company reserves the right to have your
background verified directly or through an outside agency.  If on such verification it is found that you have furnished
wrong information or concealed any material information your services are liable to be terminated.

Termination of Employment:

Your services with the organization are liable to be terminated in the event of:

1.  Any breach of the conditions mentioned in this letter on your part;
2.  Any incorrect information furnished by you;
3.  Suppression of any material information by you; and
4.  Your performance level is below the expected level and/or the business target, as set out for you from time to time,

has not been achieved by you.
5.  Violation of Company’s (Client’s) Code of Conduct.

Change in the Personal Details :

You shall intimate the Company about any change of your residential address (permanent and/or current), qualification
and other personal details within five  days from the date of change of such details. Your residential address records
with the company will be treated as official address and will be used for all official communications with you. In case of
nonintimation of   change in your residential address to the company, any   correspondence to your last known address
will be treated as communication received by the employee.                                                                               

The terms and conditions of employment set  out in this letter of appointment constitute service conditions  to  your 
employment  in  the  organization  in  addition  to  code of conduct  and  other  laid  down guidelines   and organization
reserves the right to change the terms and conditions of your employment set out in this letter of  appointment. Any
future changes in   the Company policies, rules, regulations    and your employment terms will super cede the terms and
conditions mentioned in this  letter. The Courts in Ambattur  will have exclusive jurisdiction with regards to any dispute.

Kindly note that you are required to sign the copy  of this letter as a token of your acceptance and return It    to
us immediately. In case we do not receive your acknowledgement copy within a period of 15 days from   the date of
joining, receipt of first salary by you will be conclusive proof of your acceptance of the terms and conditions mentioned
herein.                                  

A list of document to be submitted at the time of joining is given for your information.

1.  Updated Resume
2.  Relieving letter from previous employer
3.  Copies of educational qualification certificates
4.  Copies of payslips for last three months
5.   Copy of AADHAR Card.
6.  Copy of PAN Card.
7.  Address Proof :  Driving Licence /AADHAR Card / Election Card
8.  Nomination form 1 under the Payment of Wages Act.
9.  Nomination Form 2 under the PF Act.
10.  Form XI under the PF Act.
11.  Declaration form if applicable under the ESIC Act.
12.   3 nos. Passport size photographs.

We look forward to your contribution to the organization and hope that we will have a mutually fulfilling relationship.

ENDORSEMENT

I hereby confirm acceptance of the above assignment, on the terms and conditions stipulated therein.

Mandatory Training Programme  Prevention of Sexual Harassment at Work Place  The Sexual Harassment
of Women at Workplace (Prevention, Prohibition and Redressal) Act 2013 (Act)

In accordance with the provisions of the above Act and the Policy of the Company to create awareness on prevention of
sexual harassment at workplace, we urge you to undergo an online training programme, on the subject matter.

Please note that undergoing online training is mandatory for this engagement.

The link to undergo the programme and complete the evaluation is given below.

Link : https:tlconnect.teamlease.com/Learning

The training programme shall be conducted on a regular basis every year. Please complete the training programme
within 15 days of receipt of this letter, after which it shall be  treated as a deemed confirmation that you have understood
your responsibilities in ensuring a safe workplace.

For TEAMLEASE SERVICES  LIMITED  Accepted and Agreed

**This is a system generated document. Any unauthorized use, disclosure, dissemination, or copying of this document is strictly prohibited and may be unlawful.**
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Rl'qd. Office: 115/535, Old Mahabalipuram Road, Okkiam Thoraipakkam, Chennai - 600 097

 
 
 
11-Jun-2021
  
Dear Ganthimathi S,
B.Com., Accounting
Anna Adarsh College For Women_Chennai
 
Candidate ID – 16697709
  
Thank you for exploring career opportunities with Cognizant Technology Solutions India Private
Limited ("Cognizant").You have successfully cleared our initial selection process and we are pleased to
make you an offer of employment. This offer is based on your profile and performance in the selection
process.
 
You have been selected for the position of Programmer Trainee
 
During your probation period of 12 months, which includes your training program, you will be entitled to an
Annual Total Remuneration (ATR) of INR 251,999/-. This includes an annual target incentive of INR 12,000
/- as well as Cognizant's contribution of INR 19,500/- towards benefits such as Medical, Accident and Life
Insurance. The incentive amount may vary, depending on Cognizant's performance and your performance.
The other details about your compensation are detailed in Compensation and Benefits. Your
compensation is highly confidential and if the need arises, you may discuss it only with your Manager.
 
On successful completion of the probation period, clearing the required training assessments and subject
to you being part of a delivery project, your Annual Total Remuneration (ATR) would stand revised to INR
Rs.284,111/-. This includes an annual target incentive of INR 12,000/- as well as Cognizant's contribution
towards benefits such as Medical, Accident and Life Insurance, as applicable.
 
Your appointment will be governed by the terms and conditions of employment as presented in
Employment Agreement. You will also be governed by the other rules, regulations and practices in vogue
and those that may change from time to time.
 
This offer of employment is subject to your fulfillment of other pre-requirements as detailed in this letter and
other communications shared with you.
 
Please note:
 
1. This appointment is subject to satisfactory professional reference checks and you securing a minimum
of 60% aggregate (all subjects taken into consideration) with no standing arrears in your Graduation/Post-
Graduation.
 
This offer from Cognizant is valid for 3 months and hence you are expected to accept or decline the offer
through the company's online portal within this time-period. In case we do not receive any response from
you within this time-period, this Offer shall stand withdrawn and will be considered as void. Any extension
to the offer validity will be at the sole discretion of Cognizant
 
2. Prior to commencing employment with Cognizant you must provide Cognizant with evidence of your
right to work in India and other such documents as Cognizant may request.
 
3. Prior to joining Cognizant, you must successfully complete the prescribed Internship or  Continuous Skill
Development (CSD) program  as detailed below:
 
At Cognizant, we invest in skill and capability development of our campus selects even before they join us.
This is through Cognizant Internship and Continuous Skill Development (CSD) program. These programs
focuses primarily on technical skills development. You could enroll in either of these as per your college
processes while in the final semester and continue with skill building until you join Cognizant. This forms a
critical part of your employment with Cognizant. Your onboarding with Cognizant would be prioritized
based on the successful completion of same. In event of non-completion of the Internship or Continuous
Skill Development program, Cognizant may at its sole discretion revoke this offer of employment.
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3.1 Cognizant Internship:
 
a) Cognizant Internship is for approximately 3 to 6 months based on business skilling requirements. The
performance during Internship would be monitored through formal evaluations and rewarded with monthly
stipend. The stipend details would be notified upon your registration for Internship.
 
b) Interns are covered under Cognizant's calendar holidays and need to adhere with attendance
requirements and pre-approvals are to be sought towards unavoidable leave or break requests from the
program.
 
3.2 Continuous Skill Development (CSD) Program:
 
a) CSD program is offered through a platform based engagement model combined with integrated skill
assessment and certifications as the CSD program completion criteria. Upon meeting the completion
criteria of the CSD program, enrolled candidates would be eligible for a one-time Cognizant CSD rewards
post joining Cognizant. The Cognizant CSD reward details would be provided after your enrollment into the
program.
 
b) There would be zero tolerance to malpractices and misconduct during Internship and CSD engagement.
Any such misconduct would lead to appropriate disciplinary action including the revocation of this
employment offer. Cognizant reserves clauses regarding IT infrastructure, if applicable and access to
information and material of Cognizant during the period and could modify or amend the Cognizant
Internship and CSD program terms and conditions from time to time.
 
3.3 GenC Training Post joining:
 
a) Cognizant continues to invest in skill building of the entry-level talent and GenC training is a formal on-
the-job training offered to trainees based on the business specific skilling needs. The terms and conditions
of this training will be governed by Cognizant GenC program guidelines.
 
b) The Cognizant Internship or the Continuous Skill Development (CSD) completion may qualify as the
entry criteria to the GenC training and is used as basis towards your allocation to projects/roles.
 
We look forward to you joining us. Should you have any further questions or clarifications, please log into
https://campus2Cognizant.cognizant.com
 
Yours sincerely,
For Cognizant Technology Solutions India Pvt. Ltd.

Maya Sreekumar
Vice President – Human Resources
 
I have read the offer, understood and accept the above mentioned terms and conditions.
 
Signature:                                                                            Date:

https://campus2Cognizant.cognizant.com
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                                                 Compensation and Benefits

Name: Ganthimathi S Designation: Programmer Trainee

Sl. No. Description Monthly Yearly

1 Basic 6500 78,000

2 HRA* 2600 31,200

3 Company's contribution of PF # 1475.892857 17,711

4 Advance Statutory Bonus*** 2000 24,000

5 Special Allowance* 5330 63,960

6
Company's Contribution of ESI @ 3.25% of Monthly Gross 
minus statutory exclusions 469 5,628

Annual Gross Compensation 220,499

Incentive Indication (per annum)** 12,000

Annual Total Compensation 232,499

Company's contribution towards benefits (Medical, Accident
and Life Insurance) 19,500

Annual Total Remuneration 251,999

 
As an associate you are also entitled to the following additional benefits:
  
• Floating Medical Insurance Coverage 
• Round the Clock Group Personal Accident Insurance coverage 
• Group Term Life Insurance
• Employees' Compensation Insurance benefit as per the Employees' Compensation Act, 2010
• Gratuity, on separation after 4 years and 240 calendar days of continuous service, payable as per
Payment of Gratuity Act
  
Leave & Vacation:
 
• From the Date of your Joining, you will be entitled with the below mentioned leaves as per your eligibility
in line with the statutory requirements. You shall be entitled to avail the leaves only with prior approval from
your Manager
  

SI No Category of Leave No. of leave days

1 Earned Leave 18

2 Sick Leave 12

3 Casual Leave 6

  
• From date of joining, women associates will be entitled to maternity leave based on eligibility as specified
in the Maternity Benefit Act
• In addition to the above, as per Cognizant policy, you are eligible for child adoption leave and paternity
leave by adhering to the conditions as specified in the Cognizant India Leave policy
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Provident Fund Wages:
  
• For the purpose of computing PF Wages to Provident Fund, Pension Fund & EDLI Scheme, PF Wages
shall be Monthly Gross Salary as per Annexure A of this letter excluding "Advance Statutory Bonus" &
"House Rent Allowance" will be considered. This does not include payments made through "Special
Payout". 
• Determination of PF Wages for the purpose of contribution: PF contribution shall be payable on the
earned PF wages or PF wages as per this letter, whichever is lesser
 
Employees State Insurance:
 
• Eligibility to ESI shall be decided by deducting the Advanced Statutory Bonus, Employer PF & ESI
contribution from the monthly Gross Compensation (AGC/12) as per Annexure A of this letter.
• Monthly ESI contribution will be computed on total remuneration paid to an Associate in a particular
month which includes any recurring (or) adhoc special payouts during the month.
• ESI shall be continued till end of the contribution period (Apr to Sep & Oct to Mar), if the Associate
contributes even for one month in the said contribution period.
 
* Flexible Benefit Plan: Your compensation has been structured to ensure that you are adequately
empowered to apportion components of your salary in a manner that suits you the best. This plan will
enable you to
1. Choose from a bouquet of allowance or benefits
2. Redefine your salary structure within prescribed guidelines
3. Optimize your earnings
 
** Incentive Indication: Incentive amount may be higher, lower, or nil as per the terms described herein. 
The incentive program is discretionary, subject to change, and based on individual and company
performance.  It is prorated to the duration spent with Cognizant India for the calendar year and will be paid
to you only if you are active on Cognizant's payroll on the day of incentive payout.
 
*** Advance Statutory Bonus is in line with the provisions of Payment of Bonus Act, 1965.

 
Note: Any statutory revision of Provident Fund/ESI Contribution or any other similar statutory benefits will
result in a change in the Net take home salary and the Annual Gross Compensation will remain the same.
Cognizant has made this offer in good faith after expending significant time and resources in the hiring
process. We hope you will join us, but appreciate your right to pursue another path. Your formal
commitment to joining us forms the basis of further planning and client communication at Cognizant. If you
renege on the commitment and decide not to join us after signing the offer letter, Cognizant reserves the
right to not consider you for future career opportunities in the company. We look forward to welcoming you
to Cognizant.
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Employment Agreement – Cognizant Technology Solutions India Private Limited
 

 
This Employment Agreement ("Agreement") is made effective as of ______________________between:
 
Cognizant Technology Solutions India Private Limited, a company incorporated under the Companies Act,
1956 with its registered office at 5/535, Okkiam Thoraipakkam, Old Mahabalipuram Road, Chennai -
600096, Tamil Nadu, India; (hereinafter referred to as "Company" or "Cognizant" which expression shall
unless repugnant to the context or meaning thereof, be deemed to mean and include its successors and
assigns) of the ONE PART;
AND
 
Ganthimathi S, 21, residing at ____________________________________ (hereinafter referred to as "
you", "your" or "yourself", which expression shall unless repugnant to the context or meaning thereof, be
deemed to mean and include his/her heirs, executors and administrators) of the OTHER PART.
The Company and you are, wherever the context so requires, hereinafter collectively referred to as the
"Parties" and individually as "Party".
 
RECITAL:
 
WHEREAS, you desire to be employed by the Company and the Company has made an employment offer
("Employment Offer Letter") to you and in pursuance thereof desires to employ you on the terms and
conditions set forth below.
 
NOW, THEREFORE, in consideration of the mutual promises, covenants and conditions set forth herein,
the Parties hereto mutually agree to the below mentioned terms and conditions governing your
employment with Cognizant:
 
1. Duties and Responsibilities
 
a. You agree that at all times during your employment with Cognizant, you will faithfully, industriously, and
to the best of your skill, ability, experience and talent, perform any and all of the duties required of your
position. In carrying out these duties and responsibilities, you shall comply with all policies, procedures,
rules and regulations, both written and oral, as are announced or implemented by the Company from time
to time, and shall honour and comply with all rules and statutory requirements under applicable law as
amended from time to time, in letter and spirit.
b. Your unprofessional behavior or misconduct in violation of Cognizant's Code of Business Ethics and/or
other organizational policies shall entitle the Company to take appropriate disciplinary action(s) including
termination of your employment.
c. You shall, at all times, maintain satisfactory performance and upskill yourself in accordance with the
business requirements of the Company. Unsatisfactory or poor performance shall entitle Company to take
appropriate disciplinary action(s) including termination of your employment.
 
2. Place of Employment
 
You will be employed at any one of Cognizant's offices as per business requirement. The Company
reserves the right to transfer you on a temporary or permanent basis to the other office locations, functions
or departments within the Company and/or other affiliated entities and assign such other duties as may be
deemed fit in the interest of the Company. The Company also reserves the right to require you to work
remotely from time to time as per business needs or government mandate.
 
3. No Alternate Employment, No Conflict, Etc.
 
During your employment with the Company, you shall not, without the Company's prior written consent,
directly or indirectly employ or engage with any other person, business or entity, whether or not for any
gain or profit, irrespective of whether it is during or outside your hours of work in the Company.
Additionally, you are not allowed to undertake any other gainful employment, engagement, business,
assume any public office or private office, honorary or remunerative position, without prior written
permission of the Company. During your employment with the Company, you shall not directly or indirectly
engage in any conduct in conflict with or averse to the best interests of the Company, as determined by the
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Company at its sole discretion. In addition, you shall not disclose, divulge or bring on to Cognizant's
systems or offices, your prior employer's and/or their clients' proprietary or confidential information, or
violate any agreement or obligations that you have with them. 
 
4. Confidentiality 
 
a. During the course of your employment with the Company, you shall have access to information and/or
documents of the Company, its affiliates, its clients or certain third parties' (with which the Company has
any dealings), which information and/or documents are private, business sensitive, confidential and/or
proprietary (together, the "Confidential Information"). You are obliged to keep the Confidential Information
as secret and must not, without prior and specific written permission from the Company, disclose any such
information, received from whatever source and however you may learn it, to any person or third party.
b. Any breach of your confidentiality obligations as specified above may be a cause for termination of your
employment with the Company, besides the Company's entitlement to initiate legal action against you for
such breach. The obligations imposed upon you under this clause 5 will survive even after cessation of
your employment with the Company. 
c. You shall not take copies of any Confidential Information for your own purposes without prior permission
of the Company and forthwith upon termination of your employment with the Company, you shall return to
the Company all such copies of Confidential Information including but not limited to documents, records
and accounts in any form (including electronic, mechanical, photographic & optical recording) relating to
matters concerning the business or dealings or affairs of the Company. 
d. You shall not, during your employment with the Company and at all times thereafter, do or say anything
that may cause direct or indirect damage to the business of the Company, its affiliates or their clients. 
e. You shall be governed by Cognizant's Social Media Policy and shall, at all times, refrain from posting
potentially malicious, libelous, obscene, political, anti-social, abusive, and threatening messages or
disparaging clients, associates, competitors, or suppliers or any third parties. 
f. You will not make any false, defamatory or disparaging statements about Cognizant, its clients, or any
other employees or directors, irrespective of whether any such statements are likely to cause damage to
any such entity or person.
g. The Company reserves the right to require you to sign confidentiality and non-disclosure agreements
with any clients on whose project you are being assigned on behalf of the Company.
 
5. Data Protection
 
By signing below,
 
a. you hereby provide your consent to Cognizant, its affiliates and their clients for the holding and
processing of your personal data for all purposes of the administration and management of your
employment and/or the Company's business,
b. you hereby provide your consent to your personal data including any sensitive personal data or
information being collected and the same being transferred, stored and/or processed by Cognizant in India
and any other countries where Cognizant, its affiliates and their clients have offices,
c. you agree that Cognizant and its affiliates may make such data available to its advisors, service
providers, other agencies such as pension providers, medical, insurance providers, payroll administrators,
background verification agencies and regulatory authorities,
d. you have the right to amend, modify or alter your personal information. The Company will exercise all
reasonable diligence for safeguarding your personal information, as has been disclosed by you. It is
clarified that the obligation will not be applicable in case of legally required disclosures, and
e. you acknowledge and agree that Company may, in the course of its business, be required to disclose
personal data relating to you, after the end of your employment to any group/statutory bodies/authorities as
required under applicable law/requirements.
 
6. Work Schedule
 
a. The Company's normal working hours shall typically comprise of nine (9) hours per day, exclusive of any
applicable break, subject to the limit of daily working hours, as prescribed by the applicable laws. The
Company may require you to work for extended working hours/days including weekends, depending on the
project requirements, business exigencies and/or for conscientious and complete performance of your
duties and responsibilities towards the Company, subject to the limit of working hours as prescribed by the
applicable laws. Any changes made to the Company's working hours shall be notified to you.
b. The Company may, at its discretion, vary the normal working hours or days for any employee or class of
employees or for all the employees based on project requirements, Company policies and prevailing laws,
as may be applicable from time to time/in consonance with any applicable laws for the time being in force.
Any changes to be made to the above work timings or days shall be made by the Company at its sole
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discretion and notified to you in advance.
c. The Company may also require you to work on a shift basis. The shifts may be scheduled across 24
hours a day, 7 days a week and 365 days a year. The shift timings may change from time to time as per
any Company policy and which will be notified to you in advance.
d. Your office timings shall be monitored by the Company through appropriate systems & processes, as
updated from time to time and you shall ensure compliance to the processes and policies at all times.
 
7. Background Check
 
Your employment with Cognizant is conditional and subject to satisfactory background and reference
check in line with the Company's policy. An independent agency may conduct internal and external
background checks, for which you provide your consent. The Company's offer of employment and/or
continued employment is subject to satisfactory background verification report. 
 
The Company shall be entitled to withdraw its employment offer if the background verification checks
reveal unfavorable results at any time. Similarly, in case if your background verification report is found to
be unfavorable or unsuccessful after you joining the Company, then the Company reserves the right to
terminate your employment immediately.
 
8. Compliance with Company Policies
 
As a condition of employment with the Company and as part of your joining formalities, you are required to
comply or execute the following Company agreement and attest your understanding and adherence to
following Company policies:
 
i. IP Assignment Agreement 
ii. The Code of Business Ethics
iii. Acceptable Use Policy and Social Media Policy
iv. Dress Code Policy
 
Additionally, you will also be governed by other applicable Company rules, processes, procedures and
policies as may be drafted, enforced, amended and/or altered from time to time and which are not
specifically mentioned in this Agreement. The applicable rules/ processes/ procedures/ policies are
available on the Company's intranet and you are expected to go through the same carefully as a condition
of your employment. For any clarification in relation to applicable policies, guidelines, processes, please
reach out to your HR Talent Manager. It is your responsibility to keep yourself informed of any and all
changes made by the Company to such policies from time to time. If at any time during your employment
with the Company, you are found in violation of any applicable rules, processes, procedures or policies of
the Company, the Company reserves the right to take disciplinary action against you, including termination
your employment without notice period.
 
9. Non-Compete and Non-Solicit Restrictions
 
During the term of your employment with Cognizant and until two (2) years after the termination of such
employment, you will not directly or indirectly, either as an individual on your own account or as a partner,
employee, consultant, advisor, agent, contractor, director, trustee, committee member, office bearer, or
shareholder (or in a similar capacity or function), (a) solicit, attempt to solicit, contact or otherwise
encourage any employee to leave the Company's employment, (b) solicit business from competitor(s) or
client(s) of the Company or (c) be employed or engaged with any competitor(s), or (d) be employed or
engaged with any client(s) of the Company with whom you have interacted or worked in a professional
capacity representing the Company during the six (6) months preceding the date of termination of your
employment.
 
10. Representations and Warranties 
 
By signing below,
 
a. you warrant that your employment with the Company does not and will not violate or otherwise conflict
with any agreement (oral or otherwise) to which you are or have been a party and that you possess all the
requisite permits, work visas and clearances to be able to lawfully and rightfully employed in India with the
Company under the terms of this Agreement;
b. you warrant that you have satisfactorily completed all of your obligations under any employment contract
or other contract or agreement with any company(ies), person(s) or entity(ies) that previously employed or
contracted with you and that any previous employment contract and/or relationships have terminated
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and/or expired prior to the effective start date of your employment at the Company and you have all the
requisite power and authority, and do not require the consent of any third party to be employed with the
Company;
c. you represent and warrant that you shall not bring into Company premises or systems (or use in any
manner) any third-party documents (regardless of media) or materials (including but not limited to
proprietary information or trade secrets), or any such documents or materials of your previous employer,
without written permissions/approvals from such previous employer or third parties; and
d. you represent that unless authorized by the Company in writing, you shall not sign any contract or
agreement that binds the Company or creates any obligation (financial or otherwise) upon the Company.
 
11. Indemnity
 
You agree to indemnify and hold harmless the Company and its affiliates from and against any and all
direct or indirect losses or damages, injury or liability for a claim of damage, loss or injury to person or
property, suffered or sustained by Company and its affiliates which is attributable to you, resulting from any
of your act or omission irrespective of whether it constitutes a breach of the terms of your employment or
negligent performance of your duties as expected from you while in employment of the Company.
 
12. Business Engagement, Learning and Development and Project Deployment
 
In order to ensure that you are fully equipped to adapt to the demanding needs of our clients, the Company
has several policies and processes relating to deployment of employees to projects, Career Architecture
program, performance evaluation, learning and development/trainings and avenues of up-skilling. As a
condition of your employment with the Company, you are responsible for upskilling yourself to make
yourself eligible for appropriate business/client projects, thereby promoting the spirit of meritocracy and
career development with the goal of providing world-class services to our clients. Therefore, you shall
adhere to and meet the obligations under all such policies and processes, including the Associate
Deployment Pool Policy and those that may be changed by the Company from time to time.
 
13. Unauthorized Absence
 
If you are absent from work for a continuous period of 3 days or as prescribed by applicable laws, without
the prior written consent from your approving authority, it will be construed that you have voluntarily
abandoned your employment with the Company. The Company shall be entitled to take appropriate
disciplinary action(s) against you as per the Company's Job Abandonment Policy.
 
14. Retirement
 
You will automatically retire from employment with the Company on the last day of the month in which you
attain the age of fifty-eight (58) years. It is hereby clarified that the Company reserves its right to change
the retirement age at its sole discretion.
 
15. Termination of Employment
 
a. The Company may terminate your employment at any time with or without assigning any reasons by
providing 90 days' advance notice to you by paying you pro rata salary in lieu of any notice or balance
notice period. You may resign or terminate your employment with the Company by providing 90 days'
advance notice to the Company. When you serve notice to resign from the employment of the Company,
the Company may at its sole discretion, allow you to pay salary in lieu for the notice period; and/or adjust
the vacation accumulated towards part of the notice period. 
b. Notwithstanding the aforesaid or anything else to the contrary, the Company may, at its sole discretion,
suspend, lay off, dismiss, discharge and/or terminate your employment with immediate effect by a notice in
writing (without any notice period or salary in lieu of any notice period) in the event of your: 
• Misconduct, as provided in Misconduct and Disciplinary Action Policy
• Non-adherence to Associate Deployment Pool Policy
• Violation of Social Media Policy or Conflict of Interest Policy
• Breach of integrity, or embezzlement, or misappropriation or misuse or causing damage to the Company'
s asset/property or reputation 
• Insubordination or failure to comply with the directions given to you by persons so authorized 
• Insolvency or conviction for any offence involving moral turpitude 
• Breach of any terms or conditions of the Agreement and/or Company's policies or other documents or
directions of the Company 
• Violation of non-disparagement obligations
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• Conduct, which is regarded by the Company as prejudicial to its own interests or to the interests of its
client.
 
16. Deputation, Assignment and Transfer
 
The Company may second, depute or assign you to work with any of its affiliates or transfer your services
to any group company worldwide. On any such secondment, deputation, assignment or transfer of your
employment, the Company and/or affiliate may require you to sign the applicable Overseas Deputation /
International Employment Agreement(s) of the specific country, based on the policies of the Company. 
 
17. Survival
 
Clauses 5, 6, 10 and 12 and any other clauses, which by their nature are expected to survive, shall all
survive the termination of your employment (for any reason) and shall continue to apply to you even after
cessation of your employment with the Company.
 
18. Dispute Resolution and Governing law
 
The Parties shall make best efforts to settle by mutual conciliation any claim, dispute or controversy
("Dispute") arising out of, or in relation to, this Agreement, including any Dispute with respect to the
existence or validity hereof, the interpretation hereof, or the breach hereof. This Agreement and your
employment with the Company shall be governed and interpreted in accordance to the laws of India and
the courts in Chennai only shall have exclusive jurisdiction over any Dispute. Notwithstanding the
aforesaid, the Company shall be entitled, in addition to all other remedies, to any interim relief including but
not limited to an injunction, whether interlocutory or preliminary, restraining any breach of the provisions of
this Agreement.
 
19. General
 
This Agreement and your employment is personal to you and you cannot assign, subcontract or transfer
your rights or obligations hereunder to any other person or entity. No delay or failure by Company to
exercise any of its powers, rights or remedies under this Agreement or otherwise will operate as a waiver
of such powers, rights or remedies. If any provision of this Agreement is held by any competent authority to
be invalid or unenforceable, the validity of the other remaining provisions of the Agreement shall not be
affected. You shall not make any announcement concerning Company, its affiliates and their employees,
contractors or clients without Company's prior written consent and you shall not use or disclose the name,
trademark, domain name, service mark, logo or any other intellectual property of Company and its affiliates
and their employees, contractors or clients.
 
This Agreement, together with the agreements and policies of the Company, Employment Offer Letter (and
any attachments thereto, are the exclusive and entire agreement between the Parties relating to its subject
matter, and supersedes all prior and contemporaneous discussions, agreements, negotiations,
representations, and proposals relating to the subject matter hereof.
 
You shall be required to treat the terms of this Agreement as strictly confidential. The Company reserves
the sole right to change any terms or conditions provided in this Agreement based on applicable laws or
business exigencies.
 
IN WITNESS WHEREOF, the Parties hereto have duly executed this Agreement as of the day and year
first above written.
 
Cognizant Technology Solutions India Private Limited    Ganthimathi S
 
 
Sign: __________________                                                   Sign: _________________
 
Name:                                                                                      Name:  GANTHIMATHI S



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear YAMINI S (B.COM ACCOUNTING AND FINANCE), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Pavithra Sugumaran (B.COM ACCOUNTING AND FINANCE) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 
 

 

04/09/2021 
 

 

 

Appointment Letter 
 

 

 

 

 

Dear Sanjana S, 

 

I am pleased to inform you that you have been appointed for the role of Key 

Account Executive. This is an official letter confirming your employment with 

Roamsoft Technologies Pvt Ltd starting from 06th September 2021. 

Your Total Annual Compensation inclusive all the benefits will be Rs. 1,50,000 (One 

lakh Fifty thousand only) per annum. 

All other terms and conditions of  your appointment will remain the same. 
 

Congratulations on your appointment and welcome to the team of Roamsoft 

Technologies. 

We look forward to years of fruitful cooperation and success. We wish you the best of 

luck in your new role. 

 

 
Regards, 

For Roamsoft Technologies Pvt Ltd, 
 

Kavitha K. 

HR Executive 





Emp Temp Code: 4411940667

Ameena Bee

#33, Nehruji Jothi Nagar  1st Street Ayanavaram  Chennai - 600023,   

Tamilnadu, India  

 

Contact No:  +919551466251

Dear Ameena,

With reference to the interviews you have had with us in the recent past, we are pleased to make you an Offer 
of Employment in our Company. Your Grade will be Grade I and you will be designated as Customer Service 

Associate- Voice. You are required to report for duties on September 14, 2021 ("Joining Date") at 9:30 AM 

or as per the agreed time during work hours.

Your employment will be as per the following terms and conditions:

1. Your remuneration is detailed in the enclosed Annexure I. All tax liabilities arising out of your entire 

compensation package, present or future, shall be borne by you.

2. Your duties and responsibilities will be as assigned by your immediate manager or other superior officer of 

the Company and the same will also include the jobs assigned by the Management from time to time.

3. The Company’s business operates on a 24x7 basis and you may therefore be required to work in shifts 

including periodic night shifts. The work exigencies and the role may require you to extend your 

work-timings in accordance with the Working Hour & Attendance Policy. By accepting and signing this 

letter you affirm your willingness to abide by this requirement . 

4. While your initial place of posting will be at an agreed place/Company’s Office/Site at Chennai, you are 

liable to be transferred to any department/office anywhere in India/Overseas, or a company/entity formed 

by the promoters or transferred/assigned responsibility in any associate company or be recalled to your 

original location. Accordingly, your working hours/shift timings could be changed periodically depending on 

the work/process requirements. All such transfers shall be governed by the Transfer Policy of the 

company. In the event of you being deputed overseas for training and operations you will be require to and 

shall sign all required documentation as per the rules, regulation and policies of the Company.

5. Your appointment will be on probation for a period of  six months from the date of your joining the Company 

or for an extended period of time (“Probation Period”) if found necessary. Your employment with the 

Company will be confirmed on the expiry of your Probation Period unless you are specifically advised 

otherwise in writing.

6. Your appointment shall continue, during your Probation Period or thereafter upon confirmation, unless your 
employment is discontinued by the Company, by providing not less than 30 Days (“Notice Period”) prior 

written notice. In the event you decide to leave the employment of the Company, you will be required to 
provide 30 Days prior written notice to the Company, and the Company may at its sole discretion relieve 

you of your duties anytime during the notice period. You will be paid salary up to the last working day.

The Company at its discretion, during probation or on confirmation of your services thereof, without 

assigning any reason, can discontinue your employment on payment in lieu of Notice Period. Such 

payment will be calculated pro rate on the basis of your current Gross Fixed salary (subject to tax).                                                                                                                              

Letter of Appointment

Date: September 14, 2021



Incase of violation of any policies, procedures or rules of the Company or any other act of misconduct 

including but not limited to improper behaviour, theft or fraud, your services are liable to be discontinued 

without Notice Period or without payment in lieu of Notice Period. 

7. You agree that this employment is conditional upon you successfully clearing the training as required. In the 

event of your in-ability to clear the training, the Company may relieve you of your duties with immediate 

effect without Notice Period or without payment in lieu of Notice Period.

 

8. You are employed as a permanent employee of the Company and are therefore not permitted to undertake 

any other employment or engage in any commercial activities, outside the Company, either honorary or 

otherwise, without prior written approval of the Company.                                                                                                                      

9. You are required to maintain the highest order of discipline and secrecy about the work of the Company 

and/or its subsidiaries or associate companies and in case of any breach of trust /discipline, your services 

may be discontinued by the Company with immediate effect without notice period or without payment in lieu 

of notice period.

You are required to always maintain the highest standard of confidentiality towards Company information 

which includes but not limited to documents, files, records, customer details, project plans, strategies, 

developments, execution process, contracts, billing information, quality metrics, financial information about 

the Company etc. relating to business of the Company, which is proprietary to the Company and / or its 

clients and other information relating to the business of the Company which may be known, provided or 
confided to you (“Confidential Information”). You will not divulge or use such Confidential Information 

other than to fulfil your duties as an employee of the Company and while ensuring the best interests of the 

Company. Under no circumstances will you disseminate information regarding the affairs or business 

matters of the company or information regarding its customers without proper authorization and / or prior 

written approval. All information that comes to your knowledge by reasons of your employment with the 

Company is deemed to be Confidential Information. Upon ceasing to be an employee of the Company, you 

shall immediately return any records, documents and other information of the Company which are in your 

possession and shall not retain or transmit any copies (electronic or otherwise) of the same. You will be 

required to sign a separate confidentiality agreement along with this letter and may be required to sign 

further confidentiality agreements as may be required by the Company. The Company acknowledges that 

individual marketing packages, Web sites, and other communications that have been developed for a client 

and have been placed in the “public domain”, once distributed to the public may be no longer subject to 

client confidentiality provisions.

10. You will be required to apply and maintain the highest standards of personal conduct and integrity and 
comply with all the Company’s current rules, regulations, policies and procedures, including Global 

Essential Compliance & Security Policies and Social Media Policy as may be in force from time to 

time and as may be notified and displayed. You will be bound by the existing and new security rules , 

regulations and policies of the Company, including physical frisking (pat down) process wherein, a search 

would be conducted of outer clothing to detect any concealed prohibited articles. All policies mentioned in 

this letter, as well as others, are available on the Company intranet and may be changed /modified, at the 

Company’s discretion. You are required to keep yourself updated with the Company’s policies . 

11. The Company shall have the right to vary, delete, and modify these terms and conditions of employment.

12. You will automatically retire from the services of the Company on the last day of the calendar month in 

which you attain the age of Fifty-Eight years. Your date of birth as per official records is July 09, 2000. 

13. You are required to make a full and complete disclosure of any issues in past employment records, any 

relationships or dealings you have or propose to have/ enter into directly or through any of your relatives or 

family members, with any of the Company's agent, dealers, vendors, suppliers, subcontractors or the like 

by whatever name called.



Enclosures:

1. Compensation/ Salary details (Annexure I)

2. Non-Disclosure- Declaration and Undertaking (Annexure II)

3. Personal Data- Declaration (Annexure III)

4. Work from Home- Declaration, applicable under WAHA-[Work at Home] (Annexure IV)

NOTE: For purposes of brevity and ease of reading, the term “ the Company” or the term 

“Teleperformance” (wherever it appears in this letter) means Teleperformance.

Employee Name  

Employee Signature 

Ameena Bee

14.This appointment is subject to satisfactory verification of your credentials, character, antecedents and  

testimonials as provided in your application to the Company and your curriculum vitae. All cost incurred for 

such verification will be borne by the Company. If it is found at any time that you have made any false 

statements or suppressed any material information, it shall lead to immediate discontinuation of your 

employment with the Company without any notice or compensation.

15.You agree to undergo a drug test or any other medical/fitness test including breath analyzer, as asked for 

and at such a place and location as advised by the Company during the course of your employment. In the 

event you become unfit for performance of your assigned duties; you shall be liable to be discharged from 

the services without any notice. 

16.You hereby consent to share your payroll, personal and employment related data for processing and review 

outside of the country, subject to adherence to applicable law.

17.Your address as provided by you in the employment forms shall be deemed to be correct for sending any 

communication to you and every communication addressed to you at the given address shall be deemed to 

have been sufficiently served upon you.

18.You are required to return the duplicate copy of this letter and report to work on or before the date of joining 

specified above. In the event you do not do so, it shall be deemed that you are not interested in this 

offer/appointment and this letter shall stand automatically withdrawn with effect from the Joining Date .

If the above terms and conditions are acceptable to you, please sign on each page and return the 

duplicate copy of this letter as a token of your acceptance of this Letter of Employment.

Welcome to Teleperformance and here’s wishing you a rewarding career. 

Yours Truly,

       For Teleperformance Global Services Private Limited,

      

       Preeti Amit Shirke

       Senior Vice President - Talent Acquisition

  I, Ameena Bee,residing at #33, Nehruji Jothi Nagar  1st Street Ayanavaram  Chennai - 600023, 

Tamilnadu, India do hereby accept the terms and conditions in this                                                           letter.



Employee Name  

Employee Signature 

Ameena Bee

Annexure I

Compensation Details

Ameena Bee

Emp Temp Code :

Employee Name:

Designation:  

Grade:

Date Of Joining:

City: 

Pay Components Amount in Indian (INR)

Basic Pay

Housing Rent Allowance (HRA) 

Transport Allowance

Flexible Benefit Plan 

Gross Fixed Salary (1) 

Provident Fund (Employee) (2)

ESIC (Employee) (3)

Net Take Home [1-(2+3)]

Provident Fund (Employer) (4)

ESIC (Employer) (5)

Gratuity* (6)

Total Fixed Cost (1+4+5+6)

Annual Fixed CTC

Annual Performance Pay**

For Teleperformance Global Services Private Limited,

Preeti Amit Shirke

Senior Vice President - Talent Acquisition

· All Reimbursements will be paid as per prevailing Income Tax rules and company policies in effect 

· The above compensation will be subject to Income Tax regulations in force from time to time.

· The above compensation is subject to deduction towards Medi-claim Insurance, transport, if/as 

applicable and any other statutory deduction/contribution including Professional Tax, labour 

*Gratuity shall be payable as per "The Payment of Gratuity Act".

**Performance Pay will be payable subject to assessed performance achievement 

level, the pay-out criteria and the frequency, as per the “Performance Pay policy/ note.

#Statutory Bonus is paid monthly as per "The Payment of Bonus Act".

% of Annual Fixed CTC

· Any Incentive payable, as part of the compensation structure or otherwise, shall have a 

"Minimum Attendance Threshold/Performance" as qualifying criteria for such payout.

Customer Service Associate- Voice

Grade I

September 14, 2021

Chennai

 11,082.00 

₹  6,649.00 

 0.00 

 0.00 

 18,550.00 

 1,330.00 

 139.00 

 17,081.00 

 1,330.00 

 603.00 

 533.00 

 21,016.00 

 252,192.00 

 0

4411940667

Annual Performance Linked Incentive (PLI)  0.00

Statutory Bonus#  819.00 



ANNEXURE II

DECLARATION AND UNDERTAKING REGARDING NON-DISCLOSURE

I, Ameena Bee residing at #33, Nehruji Jothi Nagar  1st Street Ayanavaram  Chennai - 600023, Tamilnadu, 

India, and working as Customer Service Associate- Voice, do hereby solemnly state, undertake and declare 

that: 

1. I will faithfully, truly and to the best of my skills and ability, execute and perform the duties required of me 

as an employee of Teleperformance Global Services Private Limited, a Company having its 

registered office at Teleperformance Towers, Plot CST No. 1406-A/28 Mindspace, Malad (West), Mumbai- 

400090, Maharashtra, India.

2. I shall comply with all Teleperformance policies.

3. I will maintain the highest standard of confidentiality towards Confidential Information, by not, directly or 

indirectly, making known, or permitting such Confidential Information to be disclosed or made known to any 

person or entity, either inside or outside the Company. I acknowledge that such information is valuable , 

sensitive and a unique asset of the Company and/or of the Company’s clients.  I shall faithfully and 

diligently hold such Confidential Information from being disclosed to unauthorized persons, which may 

include, but are not limited to, employees of the Company that do not need to know the Confidential 

Information, persons not employed by the Company, persons that are not bound by a written confidentiality 

agreement with the Company, with regard to the specific Confidential Information, persons not directly 

aware of the proprietary and trade secret nature of the Confidential Information.

4. All documents, files, records, project plans, software tools as well as methods and techniques of doing 

business, including patents, trade secrets and other proprietary rights associated therewith, Strategies, 

Customer details and items of information or equipment relating to Company’s business are and shall 

remain the property of the Company, including notes, documents, and files created in the performance of 

my duties of employment. I shall not under any circumstances remove such property from the Company 

premises without prior written consent. I further agree that all information relating to existing customers 

and potential customers of the Products, whether recorded in Company’s database or otherwise is 

confidential to the company and that any ownership in respect thereof resides in the company and that it 

cannot be used by employee for any purpose not specifically referred to in this employment.

5. I understand and acknowledge that as set forth under the Login Provisioning and De-provisioning 

Policy (GECSP 11), my employee ID and password used to access Company or its Clients’ systems are 

personal and confidential, are Proprietary Information, and shall not be disclosed to anyone. 

Non-compliance with this Policy may lead to disciplinary sanctions upto and including discontinuation of 

services, consistent with applicable law. 

6. Notwithstanding the separation of my employment with the company for any reason whatsoever I will not 

communicate or allow to be communicated to any person not legally entitled thereto any information 

relating to the Confidential Information and affairs of Teleperformance.

7.  I will immediately report to the Company, any violation or breach of the commitments made in this 

declaration, whether the breach or violation is intentional or inadvertent and I agree that:  

(i) In the event of a breach or threatened breach of the provisions of this declaration, the Company shall 

be entitled to an injunction restraining from using or disclosing, in whole or in part, such Confidential 

Information, or from rendering any services, to any person, firm, corporation, association or other entity 

to whom any such information has been disclosed or is threatened to be disclosed, which injunction 

shall be available without the posting of any bond or other security and the issuance of which is hereby 

consented to by Employee,

(ii)  Any such breach would cause injury to the Company, and



Employee Name  

Employee Signature 

 Ameena Bee

8. The rights to any invention, discovery or creation of any system or method related to the Company’s 

operations and arising out of any work done in the course of my employment will automatically vest with 

the Company. In this connection, the Company may obtain patent rights in its name (or jointly with 

others) based on the fact of my invention, discovery, improvement or other creative effort. I acknowledge 

that I will not be liable for any compensation for such invention, discovery, improvement or other creative 

effort made by me, and that any reward that the Company may, in its sole discretion, bestow on me will 

not be deemed to confer any rights towards that invention, discovery or improvement in system or 

method. I further acknowledge that I may be required to execute further documentation in connection 

with such inventions, discoveries, improvements or other creative efforts and will execute the same 

without delay. 

9. In the event of my leaving services of the Company, for any reason, during the 12-months period from 

the separation date, I shall NOT directly or indirectly either on my own account or otherwise:

i. engage or attempt to engage in providing services to any customer or prospective customer where 

such services or products are competitive with the services offered by the Company or any affiliate 

to the Customer

ii. canvass solicit or endeavour to entice away from the Company any client or customer (s) of the 

Company, or any person(s), who at any time during my employment, were or are clients or 

customers of the Company, or were in the habit of dealing with the Company;

iii. solicit, interfere with, or endeavour to entice away any employee of the Company; or

iv. counsel, or otherwise assist any person to do any of the acts referred to in para (i), (ii) & (iii) of this 

clause.

10. I shall NOT offer, promise, give, accept, condone, approve or knowingly benefit from an improper 

business gratuity, a bribe, ‘kickback’ or other improper advantage, benefit or reward, or otherwise apply 

inappropriate influence.

11. I shall NOT make a ‘facilitation payment’. Facilitation payment refers to the practice of paying a small 

sum of money to (usually) an official as a way of ensuring that they perform their duty .

12. None of my relatives are employed or associated with the Company or any of its affiliate companies 

or its customers/clients/suppliers in any form; and I undertake that I shall immediately notify the 

Company in case- 

(a) any person who is so employed / associated becomes a relative, and/or

(b) a relative, in future, is so employed / associated with the Company.

I understand and acknowledge that:

1. the restraints contained herein are reasonable in all the circumstances of employment and agree that 

they are necessary for the protection and maintenance of the Company and its business. 

2. my services can be suspended pending disciplinary action /enquiry/investigation as per Company policy 

and I shall abide by decision of investigation/enquiry Committee constituted for such purposes.

3. the Company shall be entitled to seek an order for specific performance or injunctive relief or other 

equitable relief in case I fail to observe or breach any of the restraints herein. 

I shall indemnify and keep indemnified the company for any loss, damages or injury suffered by the company 

for any breach of above conditions or any other clause or term of employment.

I understand and acknowledge that my failure to comply with this declaration and undertaking may lead to 

disciplinary sanctions which may include discontinuation of services, as well as civil liability and /or criminal 

prosecution under applicable laws. 

Executed this ________ day of __________20___



Annexure III

Personal Data - Declaration

Article I.

I Ameena Bee hereby certify that all statements made on the Employment Application Form, my Curriculum 

Vitae or during my interviews with the Company are true and complete. I understand that any omission or 

misrepresentation of any fact may result in refusal of employment or immediate dismissal. 

I further understand that I shall be bound by the existing and new rules, regulations and policies of the Company 

including those related to Frisking (Pat Down) process wherein, a search would be conducted of outer clothing 

to detect any unauthorized / prohibited articles.

I confirm that I have voluntarily furnished my personal information to the Company and the Company shall be 

free to use such information and all other information that I may provide at any time hereinafter. The Company 

may share such information in connection with my employment and other related matters, as deemed fit and 

necessary by the Company.

I recognize that in connection with employment with Teleperformance, I may be the subject of a background 

enquiry and drug test by the company or its representative, and I hereby authorize the same. I also authorize 

the Company to take action including penal action against me in case any fact is found contrary to what has 

been stated by me in the application form mentioned herein above. 

I do hereby declare that I will immediately report to my Line Manager or HR team in case of “ Change to 

Circumstances”, within 48 hours of me becoming aware of such “Change to Circumstances” which may 

arise due to the following: 

a) I am found guilty of a criminal offence / is under police caution or investigation; 

b) There is a change in my legal right to work / work status; and 

c) There are any adverse credit judgments against me. 

d) Change in personal status like name change / marital status / permanent or current address                  

     change etc.

Executed this ________ day of __________ 20____

Employee Name  

Employee Signature 

Temp Emp Code    

Ameena Bee

4411940667



ANNEXURE IV

DECLARATION AND UNDERTAKING - Work From Home

I, Ameena Bee, do here-by confirm and declare that while I Work From Home, I will adhere to all company and 

Client confidentiality and security policies, not limited to the below:

· I understand and agree that ‘Working From Home’ is an extension of my workplace and all policies as 

applicable while Working From Office shall continue to apply, including Confidentiality Agreement, Code of 

Conduct, Data Security and WAHA Security Policy amongst others;

· I understand that I will not use pen, paper, mobile phone, camera, or any other electronic devices while 

Working from Home; 

· I will not have unauthorised people, including family and friends to access or take a look at my device while 

I am working, however I also understand that their movement around or behind my device might be 

captured in any monitoring tool;

· I understand and agree that recording of conversations or other Teleperformance /Client/consumer 

information, outside of standard business processes is prohibited;

· I understand that the use of speakerphone is prohibited while Working From Home ;

· I understand that the key privacy considerations around accessing personal data (for example customer, 

client and employee information), read in conjunction with Teleperformance polices, standards and 

procedures, while Working From Home is strictly prohibited; 

· I shall take particular care to reduce the risk of inappropriate or unauthorised disclosure of personal data 

while Working From Home; and

· I have a functional internet connection at home and shall ensure that it is operational with enough data 

availability at all the time. I understand that this is a pre-requisite for Work From Home and I shall maintain 

good internet bandwidth. I shall be fully responsible for upkeep and usage of this connection.

· I agree to return company or client’s systems, assets, records and materials within 36 hours from the 

date of intimation received by the company in the same condition as it was provided to me.

· In case, I delay in returning or fail to return or returned in damaged condition, the company’s or client’s 

systems, assets, records and materials within such stipulated time then company has the undisputed right 

to recover penalties /amount as per the case may be.

· I agree to the use webcam for video calls /collaboration with supervisors and colleagues.

· I agree to the use of cameras available on the Teleperformance Cloud Campus by Teleperformance and 

the terms and conditions related to it as appended below, which is subject to update, as per the applicable 

law. This is regardless of whether the camera was provided by Teleperformance, if it is built -in or bundled 

with the equipment provided to the employee, or in a Bring Your Own Device (BYOD) scenario. 

· I understand, that I have the option to raise a helpline ticket to the BHR team over the email id 

(HR.TPCCIndia@teleperformancedibs.com), if I will have any concern whatsoever, post deployment of 

Teleperformance Cloud Campus. 

· I understand, that in the event, I desire to opt-out as Working-from-Home-Agent in the Teleperformance 

Cloud Campus, I will reach out to my immediate supervisor with a written notice stating the reason for it 
and [HR.TPCCIndia@teleperformancedibs.com]. 

· I hereby give my consent to Teleperformance’s use of a Camera as part of the computer sign -on process 

to authenticate my identity.  I further agree to allow Teleperformance to visually monitor me during work 



hours via a camera to ensure that my work-at-home environment meets the expectations of 

Teleperformance and its clients.

· I specifically understand and agree to Teleperformance’s use of camera video and audio for security 

measures assessment, proper and lawful execution of all employment and client related contractual 

provisions, safety verification and any other business-related purpose. I agree to turn on the camera when 

requested and/or conduct verification via phone or video call pursuant to random clean desk audits.

For this purpose, I hereby understand that Teleperformance reserves the right to inspect my work area in my 

Work From Home site or the system virtually with or without advance notice to me. I also understand that at 

random intervals during your shift, Teleperformance may take snapshots of your workspace to analyze and detect 

any violations of existing security protocols including, but not limited to, clean desk policy, GECSP and TISPS 

standards. I hereby provide my consent and agree to such inspection and waive -off any claim for invasion of 

privacy in connection with such inspection. There are a number of situations in which I will activate the camera . 

These include: for my identification to be confirmed (in particular every time I login to Teleperformance systems); 

during regular security procedures; during 1-to-1 meetings, coaching sessions, and team meetings to achieve the 

most effective communication, collaboration and provision of the services. As I am providing services remotely , 

Teleperformance also recommend camera use during the rest of the time that I am providing services as a way to 

more effectively engage with my colleagues. When I activate my camera, it will be livestreaming and not 

recording.  Every time recording is required (for Teleperformance business purposes, in a chatroom where you 

are present, for instance recording informational sessions delivered by TP Representatives ), the ‘recording icon’ 

will show and I will be able to turn off my own individual camera during the recorded session .

For above purpose, Teleperformance, in its sole discretion, reserves the right to install any system monitoring 

technology on the work machine including EDR, Webcams or any other software /file that allows for supervision at 

work-at-home site which includes, but is not limited to:

· Capturing ‘facial confirmation’, ‘ID scan’ and ‘Geo Tagging’;

· Tracking ‘multiple people violation’. ‘unknown user violation’, ‘not at desk violation’, ‘auto idle user 

detection’; Mobile phone detection and usage;
· Clean desk environment (use of pen/paper or other objects not permitted);

· Capturing Desk-top random image and click pictures when above violations are detected via random scan 

which could be used as evidence in case of any breach as per the security policy

I understand that failure to comply with the above will lead to appropriate action in accordance with 

Teleperformance HR policies and manual. 

Employee Name  

Employee Signature 

Temp Emp Code    

Ameena Bee

4411940667



AXISB/HR/REC/111013/South/SCR040:Chennai 2 Circle _300002082700114
07-Oct-2021

Ms. Geethalakshmi R
30 3rd street,poonamalle,Tiruvallur,Tamil
Nadu,India600109 
9940988300

LETTER OF APPOINTMENT

Dear Geethalakshmi R,

We are delighted to welcome you to Axis Bank for an exciting career of learning, development and value driven
growth. We take pleasure in offering you the position of Business Development Executive in Branch Banking. 

The said offer shall be governed by the under mentioned terms and conditions apart from other policies and
conditions that are applicable or may become applicable from time to time.

Terms of Employment

1. Compensation

1.1 The annual fixed compensation payable to you will be INR 1,70,568.00, subject to tax deductions at
source, as applicable by law. A detailed break up of this amount and other benefits is provided as an
Annexure to this letter.

1.2 It is clarified that Axis Bank reserves the right to deduct all permissible taxes as per applicable laws from
your compensation. Further, you hereby authorize Axis Bank to deduct any amounts from your
compensation, which are owed by you to the Bank, including any overpayments, loans or advances
outstanding at your end.

2. Code of Conduct & Ethics

2.1 As an employee of the Bank, you will be guided by the Code of Conduct & Ethics and rules and
regulations of the Bank in force and as amended from time to time.

2.2 If any declaration, statement or information including your qualification, experience and/or any other
details, as given by you at any time, is found to be false or untrue, if any material information is
suppressed or if it comes to the notice of the Bank that you had been, prior to joining the Bank's services,
convicted of any act involving moral turpitude and/or criminal in nature, your services will be liable to be
terminated forthwith without any notice or compensation in lieu thereof at any time during or even after
completion of the probation period. However, this does not preclude the Bank from initiating such
disciplinary measures, as the Bank shall deem fit and any penalty may be imposed upon you in terms of
the applicable company policies.

2.3 You shall undertake to read and remain in compliance with the Bank’s internal policies and procedures
(as implemented from time to time) throughout the term of your employment.

3. Whole-time / Alternative Employment

3.1 Your position is a whole time employment with the Bank and you shall not take any other work for
remuneration (part-time or otherwise) or work in advisory capacity or be interested directly or indirectly
except as shareholder or debenture holder in other trade or business during the employment with the
Bank. You shall not be involved directly or indirectly with any business / trade / occupation / service /
calling or perform any part-time or other work for remuneration or otherwise without obtaining prior written
permission from Axis Bank.

3.2 During the employment in the services of the Bank, you shall not hold any other position in any
organization nor shall you get employed directly or indirectly in any manner whatsoever nor shall act as



an advisor to any organization, the exception being social organizations like clubs, NGOs etc. having no
political affiliation and no monetary gains. However the Bank reserves the right to direct you to step down
if, in the opinion of the Bank, such engagement interferes with your duties.

4. Fidelity & Secrecy

4.1 You shall not at any time during your employment and/or after the termination of your employment in any
manner whatsoever divulge any confidential information relating to the Bank, any of its constituents or its
employees without the prior written consent from the Management. In such an event, the Bank reserves
the right to proceed against you.

5. Probation Period

5.1 The nature of your employment is Permanent, however you will be on probation till the performance
criteria specified by the Bank is satisfied (Upto a maximum period of 13 months from the date of joining).

5.2 On satisfactory completion of probation you will be confirmed in the services of the Bank.

5.3 On your confirmation of services in the Bank, you will be promoted to the grade of “Officer – Sales” and
will be designated as “Officer – Sales”.

5.4 Your probation can be extended not only by virtue of your non satisfactory performance but also by virtue
of your non completion of the joining formalities.

6. Mandatory Induction Certification

6.1 Induction Certification is a mandatory requirement for Confirmation - post completion of probation period.

6.2 100% attendance and 100% assessment clearance is required to be Induction Certified. 

6.3 Non-adherence to Induction certification may lead to the following:

6.3.1 You will not be able to join your team till you are Induction Certified.

6.3.2 Not attending induction session on a particular day will result in loss of pay.

6.3.3 Not meeting the attendance and assessment criteria within the stipulated time period would
result in termination of services.

7. Transfer

7.1 Your services are liable to be transferred to any of the offices of the Bank within India and / or abroad at
the sole discretion of the Bank and the Bank reserve the right to depute / transfer you at any time during
your service in the Bank, to any of its subsidiaries or associates without any prior consent from you.

7.2 Notwithstanding the role assigned to you in terms of this letter, the Bank reserves the right to assign you
any other role/function commensurate with your grade as may be deemed appropriate, depending on
administrative exigencies and requirements.

7.3 Your services can be requisitioned by the Bank at any time outside the business / working hours.

8. Separation/ Retirement

8.1 Separation during probation

8.1.1 On account of Resignation: During the period of probation, you may resign from the Bank’s
service, subject to acceptance by your supervisor, for which you will be required to mandatorily



serve a notice period of 30 days. However, waiver of the notice period (if any), will be at discretion
of the Bank. In such an event, the gross salary equivalent of the notice period shortfall (if any) will
be recovered from employee.

8.1.2 On account of Termination: During the probation period, this contract of employment is terminable
by the Bank by way of giving notice of 15 days or on payment of salary in lieu thereof without
assigning any reasons.

8.2 Separation after Confirmation:

8.2.1 On account of Resignation: After confirmation, you may resign from the Bank's service, subject to
acceptance of your resignation by your supervisor, for which you will be required to mandatorily
serve a notice period of 90 days. However, waiver of the notice period (if any), will be at discretion
of the Bank. In such an event, the gross salary equivalent of the notice period shortfall (if any) will
be recovered from employee.

8.2.2 On account of Termination: Notwithstanding what is provided in the company policies and the
above paragraphs, your services, after confirmation, may be terminated by the Bank by giving 30
days’ notice or payment of 30 days’ salary in lieu thereof without assigning any reasons.

8.3 Separation arrangement

8.3.1 Voluntary resignation should be initiated on the exit management portal of the Bank. Upon receipt
of your resignation, the acceptance of the same shall be at Bank’s discretion.

8.3.2 Upon acceptance of your resignation and before your proposed relieving date, you will have to
return all Bank’s property / assets entrusted to you and in your possession, to the Bank. Before
you are relieved, all correspondence, specifications, formulae, books, tablets, documents, cost
data, market data, literature, drawings, effects etc. should be returned and you shall not make or
retain any copies of these items.

8.3.3 On separation, you are required to submit your claim for settlement of Provident Fund in the
prescribed form.

8.3.4 It is expected that you will continue to dispense your duties and responsibilities during the
notice period. You are also required to display model behavior and adhere to the timings as
prescribed by the Bank. Any lapse or non-performance may lead to disciplinary action and
result in non-issuance of the relieving letter.

8.4 Retirement

8.4.1 The retirement age in the Bank is fixed as 60 years. You will accordingly stand relieved from the
services of the Bank on the last day of the month of your attaining this age based on the Age
Certificate furnished by you at the time of joining.

9. Reimbursement of Notice Period Pay

In certain cases of business criticality, the Bank, at its discretion and post approval from the Head –
Human Resources, may reimburse any shortfall in notice period pay to your current employer. In such a
case, the following terms and conditions shall apply:-

9.1 Upon joining, you are required to submit a certificate/ letter from your present employer stating the
number of days of shortfall in notice period and the amount recovered from you, basis which we shall
process your request for reimbursement. This reimbursement shall be taxable and will be added to your
Annual Taxable Income for the relevant Financial Year.

9.2 You are required to continue in Bank’s employment for a minimum period of three years, from your date
of joining, failing which amount so reimbursed shall be recovered from you along with interest at the
Bank Base Rate prevailing on your last working day and any applicable taxes.

10. Conditions precedent /Joining formalities:



Your appointment and subsequent joining is subject to the following:

10.1 Submission of self-declaration of medical fitness provided on our onboarding portal.

10.2 The Bank receiving a satisfactory Background Verification report. For this purpose, you will be contacted
by an authorized agency empanelled by the Bank.

10.3 Submission of all necessary documents:

10.3.1 Self-attested copies of all your degrees and professional qualifications certificates and
documentary evidence of scholarships or prizes won, if any.

10.3.2 Proof of date of birth

10.3.3 Copy of Pan Card and Address Proof

10.3.4 One recent passport size color photograph

10.3.5 Copy of acceptance of resignation letter and relieving letter from your previous employer

10.4 It is brought to your notice that you need to complete your conditions precedent and / or joining formalities
within 2 months from the date of joining, failing which your salary after 2nd month shall not be released
till the completion of joining formalities and the said salary shall be kept in the Bank’s Sundry Account.

The Bank reserves the right to vary the terms and conditions of service governing your appointment as
contained in this letter including your duties and responsibilities at any time.

Notwithstanding anything contained in the above paragraphs, your services may be terminated by the Bank if
you are found to be indulging in the acts of Commission / Omission which may be prejudicial to the interests
of the Bank or any act of dishonesty, disobedience, insubordination or any other misconduct or neglect of duty
or incompetence in the discharge of duty on your part.

The terms and conditions set out in this letter of appointment inter alia constitute service conditions applicable
to your employment in the Bank. Any dispute arising thereof are subject to Mumbai jurisdiction only and the
Mumbai Courts will have exclusive jurisdiction.

The above terms and conditions are to be read in conjunction with the company policies accessible through
the Bank's intranet. These shall be made available to you, post joining.

Kindly note that you are required to convey your acceptance within 15 days from the date of this letter,
failing which this offer stands cancelled.

For any further information / clarifications please feel free to contact:-

Jesuraj Wilfred 

Jesuraj.Wilfred@axisbank.com
We at Axis Bank wish you success and look forward to your having a long and rewarding career with us!

Yours faithfully,

Human Resources



820 PM Total Rewards 

accenture 
LAKSHMI Sekar's Comparsation State ment for 1 March 2022 

We appreciate your efforts towards the growth of the company and your compensabon is just one 

of the ways ACEen i and to inves in critical skills that helpus innovate 
together to improve the way the world works and lives. As a reminder, our rewards decisions 
personalized to you are balanced with overall business pertormance and based on planned 

Tinancial commitments. 

Rekha M Menon 
Chairperson and Senior Managing Director 

Talent Dlacuaslon Outcome: You have no talent outcome for this performance cycle 

Effective March 01. 2022 you will be at Career Level 13 and Sub Level 3. Your annual 
compensaton is as Delow 

Currency: INR 

19.74% TO 182,008 

Base PayY 
Outcomes 

You received an increase to your base pay, which is effective on the 1st of March. 

Current Base Pay: 152,000 
Base Pay lncrease% 19.74 % 

Base P 182,005 EW 



 



TM 

Team Lease 
Putting lndia to Work 

Date: 05 Jul 2021 

Ms SARBITHA SURAEN 
No30 Karunanidhi street Annai Anjugam 

Nagar G KM colony Chennai 

Pin-600082 600082 

Employee No: 2118869 

Dear Ms SARBITHA SURAEN 

Flxed Term Contract 
We are pleased to appoint you in our organization as subject to the following terms and conditions: 

1. On joining. your Employee Code would be 2118869. 

2. You are hereby appointed as Sales Officer for Two Year commencing from 05 Jul 2021 to 05 Jul 2023 or from the 

actual date of Joining whichever is later, during which you will render services to our Client at their premises 
subject to the tems and conditions of this engagement letter and in accordance to the instructions received by you 
from us or any other authorized person and will be bound by our rules and regulations. 

3. You hereby agree to be liable for the following terms and conditions: 

i. Fully perform the services, in a professional manner, at the Client's location until the completion of the term of 

the work assignment. 

i. During the term of the work assignment, render services exclusively to the Client and such performance shall 

not be inconsistent with any obligation you may have to other third parties. 
ii. Not engage in any conduct which is detrimental to the interest of the Client or TeamLease. 
iv. Not receive any payments of any nature directly or indirecthly from the Client unless agreed to by TeamLease.

v. Neither directly nor indirectly offers you for employment with the Client or its affiliates during the period of the 

work assignment without prior permission of TeamLease. 

vi. Extend all cooperation to the Client's employees, consultants, representatives, etc, and do all such things as 

may be necessary and comply with all terms of the Appointment letter so as to effectively undertake the work. 

vii. Report and be present at the designated location during the working hours mentioned herein and abide by the 

rules and regulations as required by the Cient. 
vii. Comply with the safety, health and other rules and regulations of TeamLease and the TeamLease Client that 

you have been made aware of. 
ix. During the course of your contract, you can be transferred to a location within the territory of India as and 

when required by TeamLease for executing the services provided herein. 

4. The nature of your relationship with Team Lease will be that of a Contract of Service for a fixed period of Two Years. By executing this letter of engagement neither do we offer you employment with TeamLease nor do you become an employee of TeamLease. Upon expiry or termination of the Work Assignment, your employment with TeamLease shall stand terminated forthwith. 

5. Except for expiry ofa Work Assignment due to completion/expiry of the same or in respect of a Work Assignment of one week or a lesser period of time, either party may terminate this Work Assignment Letter by issuing 15 days notice in writing or payment thereof. 

6. You will be entitled to Twenty One days General Leave in a financial year at a time to be determined by the Company. 

7. If at any time, you are found overstaying sanctioned leave or absence from work without permission for a period exceeding five consecutive days or habitual absence or similar misconduct considered by TeamLease or its Client to be gross indiscipline, you will be considered to have abandoned your services with TeamLease. This will be treated as voluntary termination of services from your end and incentives withheld. TeamlLease will not be liable to pay one month's salary in lieu of notice thereof in such cases. 

8. This contract may be terminated by either party giving to the other not less than one month's prior written notice. 

"This is a system generated document. Any unauthorized use, discdoure, dissemination, or copying of this document is sticthy prohibited and may be unlawhul.**Doc ID: TLUB889DOA2365

TeamlLease Services Limited., CIN No. U74140MH2000PTC124003 
BMTC Commercial Complex, 8th Floor, 80 Feet Road, Koramangala, Bangelore 560095. 

Ph: (91-80) 33002345, Fex: (91.80) 33243001 www.temeese.com 
Registered Oice: No 6, 3rd Floor, C Wing, Laxmi Towers, Bandra Kurla Complex, Bandra (East), Mumbai - 400 051 



TM 

TeamLease 
Putting India to Work 

TeamLease shaill be entitled, whether such notice of termination is given by you or TeamLease, to require you to 

proceed on leave at the time of receiving or giving such notice of termination or at any time thereafter. TeamLease 

shall also be entitled to terminate your services forthwith by paying one month's salary in lieu of notice. 

9. Termination of this letter of engagement shall not afect the obligations of the parties that have been incurred prior 
to such termination and Team Lease shall promptly settle all your dues after making the applicable deductions. 

10. You agree to defend, indemnify and hold TeamLease or the Client harmless from any and all claims, damages, 

liability, attorneys fees and expenses on account of your failure to satisfy any of your obligations under this work 

assignment letter or for misconduct or for violation of any law or creation of any legal liability by you. 

11. Any dispute between you and TeamLease shall be referred to a sole arbitrator appointed by TeamLease. The 

arbitration shall be conducted in English language, in accordance with the Arbitration and Conciliation Act 1996, at 

Bangalore, Karnataka, India. This Engagement Letter shall be governed by the laws of India. 

12. Details of your salary breakup will be as per the Annexure attached herein. You hereby authorize TeamLease to 

make all salary payments required to be made to you by TeamLease including all reimbursements either by way of 

Cheque or by directly crediting thee amounts to your bank account. 

13. You will be entitled to an employer's contribution of Provident fund to the extent of 12% of your basic salary and 

ESI contribution, if applicable. You will also be covered under Medical and Accident Insurance and will be entitled 

to all other statutory benefits whichever is applicable during the contract period. It is hereby clarified that if you fail 

to submit complete ESIc, PF, Gratuity nomination forms together with any other document as required under the 

applicable labour legislations, TeamLease shall not incur any liability with regards to any Claims under the said 
applicable labour legislations 

14. In addition to the terms contained herein, your relationship with TeamLease may be subject to such other additional 

terms and conditions as may be communicated to you from time to time in writing by TeamLease and you hereby 

agree to have read and clearly understood the terms of employment provided in the Service Rules, which is 

attached herein. 

We at TeamLease would like to create an environment and culture committed to co-operation, quality and 

responsiveness that permeates every activity. As a new entrant we would like you to add value to this process.Please 

return the copy of the enclosed Letter duly signed in token of you having read, agreed, fully understood and accepted 

the terms and conditions of appointment. In case we do not receive your acknowledgement copy within a period of 15 

days from the date of joining, your assignment at TeamLease with the acceptance of your first salary from TeamLease 

will be conclusive proof of your acceptance in accordance of terms and conditions.

ENDORSEMENT

I hereby confim acceptance of the above assignment, on the tems and conditions stipulated therein. 

For TEAMLEASE SERVICES LIMITED Accepted and Agreed 

(Authorized Signatory) 
Signature and date: 

Name: SARBITHA SURAEN 

This is a system generated document. Any unauthorized use, disclosure, disemination, or copying of this document is stricty prohbited and may be unlawhul.* 
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TM 

TeamLease 
Putting India to Work 

Salary Annexure 

Employee No: 2118869 
Particulars Amounts 

Basic 
House Rent Allowance 2000 
Employer PF Contribution 960 
ESIC Employer 

Insurance 
Works Allowance 

TotalAmount 
Amount In Words(Rs) 

5500 

325 

55 
|2500 

| 11340 
Eleven Thousand Three Hundred Forty rupees 

Net Pay Annexure 

EARNING3s 
Basic 

House Rent Allowance 
Works Allowance 
Gross Earnings 

Amounts 
5500 
2000 

2500 
10000 

DEDUCTION 

Employee ESI_ 
Employee PF 

Total Deduction 

Amounts 
75 
960 
1035 

Net Salay 8965 

Income-tax deductions, if applicable, will be as per the Income-Tax Act, 1961 
* Annual components (ike LTA, Medical Reimbursement) would be payable on claims and will be considered for 

exemption under Income Tax subject to receipt of valid bills for the Financial Year if applicable 

Note: This statement is only for the purpose of information and is illustrative in nature 

*This is a system generated document. Any uneuthorized use, disclosure, disemination, or copying of this document is strictly prohibited and may be unlawhul.* 
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TM 

TeamLease 
Putting India to Work 

Dated: 06 Jul 2021 

The Branch Manager 

HDFC BANK LTD 

Subiect: Introduction Letter for Salary Account 

Dear Sir, 

We hereby confim that below mentioned employee are bonafide employees of TeamLease Services Ltd, 

Bangalore and we would like to confim the below details are as per our records. 

SL No. Emp. Code Location Emp. Name 
SARBITHA SURAEN 2118869 Chennai 

This letter is given to the above employee towards zero balance salary account activation purpose. 

This letter is given subsequent out banking arrangements with HDFC Bank, Bangalore 

Company Name: TeamLease Services Ltd 

Company Code: TO559 

Request you to please do the needful If any clarifications please write to sudhir.kumarhn@hdfcbank.com 

Yours sincerely, 

For TeamLease Services Ltd 

Authorised Signatory, 

Name: Hari Krishna P L 

Designation: Senior General Manager- Stafing Operations 

This is a system generated document. Any unauthorized use, discdosure, dissemination, or copying of this document is strictly prohibited and may be unlawhul." 

Doc ID: TLB889DOA2365 

Teamese Senvices Limited., CIN No. U7414OMH2000PTC124003 
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Ph: (91-80) 33002345, Fax : (91-80) 33243001 www.teamlease.com 

Registered Office: No 6, 3rd Floor, C Wing, Laxmi Towers, Bandre Kurla Complex, Bandra (East), Mumbai - 400 051 



CAMS 
our Services 

olutions 
Partner 

01/11/2021 

Ms.Kirthana R 

7/16 A, 5th Street, 
4th Cross Street, Seetharam Nagar, 

Kodurgaiyur, Chennai - 600 118. 

Dear Kirthana R, 

Appointment Letter 

We are pleased to appoint you as Assistant Processing Officer of our company at a total 

Cost To Company of Rs.181668/- per annum from the date of joining on the following terms 

and conditions: 

1. You will be initially posted at our office in Chennai. However, you may be transferred to 

any f our other offices. 

2. Any willíul violation of terms& conditions contained in Employee Service Conditions 

during Probaticn period/ Confirmation period will be termed as misconduct. 

O 3. Your monthly salary package will be as follows: 

Monthly Our Maskon Your Growth 

CAMS Basi Salary 
House Rent Allowance 

9922.00 

3078.00 

Monthly Gross 13000.00 

Company Contribution: 

Provident Fund @ 13% 

Grciuity @4% 
ESI3.25% 

1290.00 
397.00 
452.00 

Monthly Total 15139.00 

Kirthana R Annual Salary (Monthly x 12) 181668.00 
----- 

Advance against Statutory Bonus 900.00 
19576 O +ve 

Otner Benefits / Deductions: 

GroLp Personal Accident Policy Cover for Rs.5,00,000/- per annum. 

Privilege Leave Encashment Unavailed leave can be encashed in the second 
year of service. 

You will be on probation for a period of six months. After that subject to your good 

performance during the probation period you will be confirmed in our services. 
TDS As per the provisions of The Income Tax Act. 

Gratuity Benefits as per The Payment of Gratuity Act. 

Computer Age Management Services Limited 
Member of the Registrais Association of India (RAIN) 

CINL65910TN1988PLCO15757 
Rayala Ioiwers, 1158, AnnalSalai, Chennai - 600 002. India. hone1t91 44 61.09 2771 Fax +9 44 6109 2755, E-mail info@camsonline.com, Webste: www.camsonline.com Regd Office New No.10, (oldiNo. 1ZB). M.G.R Salai, Nungambakkam Chenna- 60O 034.|Indla 
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PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Swetha  S(M.COM CORPORATE SECRETARYSHIP) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 
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PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear CHANDANI S (B.COM CORPORATE SECRETARYSHIP), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear MONISHA S (B.COM CORPORATE SECRETARYSHIP), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear NITHYAJA M (B.COM CORPORATE SECRETARYSHIP), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear PAVITHRA  S (B.COM CORPORATE SECRETARYSHIP), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear RAJSHRI P (B.COM CORPORATE SECRETARYSHIP), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear SARADHA R (B.COM CORPORATE SECRETARYSHIP), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear THULASI K (B.COM CORPORATE SECRETARYSHIP), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear VIDHYA SRI.S (B.COM CORPORATE SECRETARYSHIP), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear YOGAPRIYANGA  S (B.COM CORPORATE SECRETARYSHIP), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Ganga L (B.COM CORPORATE SECRETARYSHIP) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Kubra Nikhat Roshan R (B.COM CORPORATE SECRETARYSHIP) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Priya Dharshini  S (B.COM CORPORATE SECRETARYSHIP) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Rakshini L (B.COM CORPORATE SECRETARYSHIP) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Sivateja R (B.COM CORPORATE SECRETARYSHIP) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Sumaya  Sultana N (B.COM CORPORATE SECRETARYSHIP) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Swetha R (B.COM CORPORATE SECRETARYSHIP) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Uditi  G.S  (B.COM CORPORATE SECRETARYSHIP) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  



 





 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear AARATHI M (B.COM CORPORATE SECRETARYSHIP), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear AISHWARIYA Y (B.COM CORPORATE SECRETARYSHIP), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear DEEPASHREE  E D (B.COM CORPORATE SECRETARYSHIP), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear Dhanalakshmi P (B.Com Corporate Secretaryship), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear GAYATHRI  S (B.COM CORPORATE SECRETARYSHIP), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear KIRTHIGA M (B.COM CORPORATE SECRETARYSHIP), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear MADHUMITHA .C (B.COM CORPORATE SECRETARYSHIP), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear PREETHI S (B.COM CORPORATE SECRETARYSHIP), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear PRIYADHARSHINI B (B.COM CORPORATE SECRETARYSHIP), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear SABARITHA A (B.COM CORPORATE SECRETARYSHIP), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear SUJITHA S (B.COM CORPORATE SECRETARYSHIP), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear VARSHINI H (B.COM CORPORATE SECRETARYSHIP), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Abinaya S (B.COM CORPORATE SECRETARYSHIP) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Amritha T.P (B.COM CORPORATE SECRETARYSHIP) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Keerthana  B (B.COM CORPORATE SECRETARYSHIP) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Krishna Priya C (B.COM CORPORATE SECRETARYSHIP) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Rajalakshmi M (B.COM CORPORATE SECRETARYSHIP) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Malini .S (B.COM CORPORATE SECRETARYSHIP) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Nalini T.S (B.COM CORPORATE SECRETARYSHIP) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 











COVENANT CONSULTANTS 

Fulyting Apirations 

24.09.2021 

To 

Krithika T 

No.43. Murthy Nagar, 1" Cross Street, 

Padi 
Chennai-600050. 

Ref: COV/OL/ A860/27092021 

Dear Krithika, 

Welcome to Covenant! 

Thank vou for exploring career opportunities with Covenant Consultants. You have successfully completed our selection process and we are pleased to offer you the position of Executive - Talent Acquisition (Grade -C1A) 1n our organisation and you will be based in the Company's Chennai Office 

Your Annual CTC would be Rs 1,51,008- (One Lakh Fifty One Thousand and Eight Only) (Refer Annexure - I1). This is excluding your variable incentives but inclusive of all other perks, Champion Incentives (Performance based variable incentives applicable only on achievement of IR targets), allowances and retirals like Provident Fund etc. Please note that you are required to join us 
on or before 27h Sep 2021, failing which this offer of employment shall stand withdrawn.

You will be governed by the rules and regulations of the company as applicable to all employees(Refer Annexure-I). We take this opportunity to welcome you to Covenant and look forward to you 
having a rewarding and challenging career with us. 

God Bless. 

Warm Regards, 

Muralikrishnan.S
Head - HR & Finance 
Covenant Consultants 

Encl: Annexure I: Terms of Employment
Annexure - I1: Gross Salary Break-up 

"KOSMO ONE", Tower - B, 4th Floor, 

Plot No 14, 3rd Main Road. Ambattur Industrial Estate, Chenna 

Fn:044-4079 8521, 4079 8507 website: www.covenantindia.net 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear MEGHA V (B.COM HONOURS), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear TANUJA  M (B.COM HONOURS), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear THAMARAI  .P (B.COM HONOURS), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear UMA MAHESHWARI V (B.COM HONOURS), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear VIJAYALAKSHMI K (B.COM HONOURS), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear YUVASHREE SHANKAR (B.COM HONOURS), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name: Anna Adarsh College For Women                                                        

Date:   02-Feb-2021            
 

 

Dear Harini  T (B.COM HONOURS) 

 
Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 

This is digitally generated soft copy hence signature is not required 
 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

______________________________________________________________________________ 
Xome Services India Private Limited 

(Formerly Known as Solutionstar Services India Private Limited) 

Block No. 5, 6th Floor, DLF IT Park, 1/124, Shivaji Gardens, Ramapuram, Chennai – 600089 
CIN: U74999TN2014FTC098490 

www.Xome.com 

 
14th September 2021 
 
Suwetha P T 

+91 7904060979 
suwethapt@gmail.com 
 

Sub: Provisional offer letter 

 
Dear Suwetha, 
 
Welcome to the cooper group! As part of our 2021 Virtual recruiting  process, we are pleased to confirm 

our offer for the position of Process Associate-Trainee  with the Mr. Cooper Group - India (the ‘Company’ 

mean and include its affiliates, subsidiaries, the successors-in-interest and permitted assigns). Your work 

location will be Chennai, India. 

 

Your compensation in this position will be INR 225,000/- per annum excluding other benefits. Please note 

that this is a provisional offer only and the formal appointment letter will be shared with you on your date of 

joining. 

 

Please note that the Company may provide the option of working from home subject to the Company’s 

internal by-laws and regulations as may be amended from time to time. It is hereby agreed and understood 

that the above-mentioned option shall be provided at the discretionary power of the Company. If there are  

any connectivity issues including network and power outage / personal discomfort at your residence, you 

will be required to work from Office. Considering the said critical circumstances, the Company will provide 

necessary transport services to you, as per the existing Company Transport Policy. 

 

If there is a failure on your part in delivering the duties in adherence to the above-mentioned Company’s 

by-laws and regulations, the Company will invoke termination simpliciter clause.  

 

Termination Simpliciter 

 

You will be on probation for a period of 6 months from the date of your joining service.  During this time, we 

will assess your progress and performance in the current role and it will be reviewed at the end of the 

probation period, post which if found satisfactory, your services will be confirmed in writing. Please  note 

that unless your services are confirmed in writing, it would be presumed that you continue to be on 

probation. 

 

The Employment Term and your employment hereunder may be terminated by either the Company or you 

at any time and for any reason; You shall be discharged from your duty provided, you give the Company 

advance written notice of any termination of your employment and the notice period shall be triggered in 

the following manner: 

 

 

https://www.lawinsider.com/clause/termination-of-employment


 

______________________________________________________________________________ 
Xome Services India Private Limited 

(Formerly Known as Solutionstar Services India Private Limited) 

Block No. 5, 6th Floor, DLF IT Park, 1/124, Shivaji Gardens, Ramapuram, Chennai – 600089 
CIN: U74999TN2014FTC098490 

www.Xome.com 

 

 

a. In case you desire to leave the service of the Company within 3 months from the date of 

commencement of your service, you are required to give 15 days’ prior notice. 

b. In case you desire to leave the service of the Company after 3 months till successful completion of 

probation period, from the date of commencement of your service, you are required to give 30 days’ 

prior notice. 

 

The Company will reserve the right to terminate your appointment during probation period by giving 15 

days/one months’ notice or payment in lieu of notice as applicable. 

 

In case you desire to leave the service of the company at any time, you are required to give 15 / 30 days’ 

prior notice as applicable. Your termination will be effective when the Company accepts the same and you 

shall have no further rights to any additional compensation or any other benefits from the Company or any 

of its affiliates. 

 
Request your acknowledgement and acceptance of this letter in mail. 
 
We look forward to a long lasting and mutually beneficial relationship. We are confident your abilities will 
play a key role in our company. 
 
Sincerely,  
 
 
For Xome Services India Private Limited 

 
 
Arati Mohanram 
Vice President - People Org, India Center 
 
 
I, ________________ accept the above offer. 
 
 
__________________________ 
 
(Signature)

 



Omega Healthcare Management Services Private Limited
Regd. Office: 33, NAL Wind Tunnel Road, Murugeshpalya, Bengaluru - 560 017.

P: +91 80 4155 7333 

US Office: 2424, North Federal Highway, Suite #205, Boca Raton, Florida 33431.

E: mail2omega@omegahms.com 

www.omegahms.com

CIN# U85110KA2003PTC032846

July 28, 2021

MS.  Kaviya S

Dear Kaviya S

This has reference to your application and the subsequent interviews you had with us. We are pleased to

offer you a position of AR ASSOCIATE Omega Healthcare Management Services Pvt Ltd, on the following

terms and conditions:

01. You will draw a Basic Salary of Rs 9,890.00/- (Rupees Nine Thousand Eight Hundred Ninety Only)

per month. In addition to this, you will be paid HRA of Rs. 3,121.00/- (Rupees Three Thousand

One Hundred Twenty One Only) and Statutory Bonus of Rs. 989.00/- (Rupees Nine Hundred Eighty

Nine only) per month as other allowances.

03. You will be entitled to Leave, Gratuity, P.F., Medical Insurance & Personal Accident Insurance,

etc. in accordance with the Law / Company Policy from time to time.

04. Depending on your performance and the company's requirement, your employment can be

extended on completion of 6 months.

05. Your place of posting will be at Chennai-I and you will report for duty on 29 July 2021 at 8.30

AM.

06. This letter of offer is subject to completing other joining formalities as specified in Annexure-2

and on completion a detailed appointment letter will be given.

02. You will be entitled to Leave, Gratuity, P.F., Medical Insurance & Personal Accident Insurance,

etc. in accordance with the Law / Company Policy from time to time.

Kindly sign the duplicate copy of this letter as a token of your acceptance to the above terms and conditions.

Thanking you,

Yours faithfully,

For Omega Healthcare Management Services Pvt. Limited.

Kameswaran Kannan

Talent Acquisition



Omega Healthcare Management Services Private Limited
Regd. Office: 33, NAL Wind Tunnel Road, Murugeshpalya, Bengaluru - 560 017.

P: +91 80 4155 7333 

US Office: 2424, North Federal Highway, Suite #205, Boca Raton, Florida 33431.

E: mail2omega@omegahms.com 

www.omegahms.com

CIN# U85110KA2003PTC032846

Salary Components Amount - Monthly Amount - Yearly

Basic 9,890.00 118,680.00

House Rent Allowance 3,121.00
37,452.00

Advance Statutory Bonus 989.00 11,868.00

Special Allowance 0.00 0.00

Fixed Cash (Gross) 14,000.00 168,000.00

PF 1,187.00 14,244.00

ESI 455.00 5,460.00

Medical Insurance 0.00 0.00

Gratuity 475.00 5,700.00

Group Term Life Insurance 100.00 1,200.00

Total Benifits 2,217.00 26,604.00

Total Cost PA (CTC) 194,604.00

Authorized by

Kameswaran Kannan

Talent Acquisition



Omega Healthcare Management Services Private Limited
Regd. Office: 33, NAL Wind Tunnel Road, Murugeshpalya, Bengaluru - 560 017.

P: +91 80 4155 7333 

US Office: 2424, North Federal Highway, Suite #205, Boca Raton, Florida 33431.

E: mail2omega@omegahms.com 

www.omegahms.com

CIN# U85110KA2003PTC032846

Annexure - 2

Welcome to Omega family!

To enable us to have your complete personal information, ensuring legal compliance and

processing of salary and other reimbursements, you will be required to complete the following

formalities on your joining at Omega Healthcare.

1. Application for Employment Form - Company Joining Report

2. Provident Fund Declaration / Nomination form - PF Form 2 & Form No 11-EPFO Declaration form

(This needs to be filled in by every employee as he / she need to nominate persons(s)

who would receive the

Provident Fund amount standing to his/ her credit in the unfortunate event of his / her Death).

3. Gratuity Nomination Form F.

(To be filled in by all employees wherein they should nominate the persons and the

percentage of Gratuity Payable to

such person in the unfortunate event of death of the employee)

4. Medical Insurance form (above 21K Gross salary) / ESIC-Employees State Insurance

Scheme (Below 21 K Gross) - (as applicable)

5. NDA form – Non-Disclosure Security Agreement form.

6. Group Term Life Insurance Nomination Form

7. ID Card Application form, Transport Request form (Admin forms) & User ID - IT request form

8. Any other forms, as applicable. Salary Account opening if there is no Existing Bank

account – Any Existing Bank Active Account

FOLLOWING DOCUMENTS TO BE SUBMITTED MANDATORILY ON YOUR JOINING:

A. Relieving letter/ Experience Service certificate from your previous employer.

B. Copy of last 3 months pay slips

C. Copies of all Educational certificates & Copy of Offer

D. Recent Passport size photograph - Colour Photo with good clarity & good resolution is

only accepted

E. Self-ID Proof - (PAN Card/Passport/ Driving License/Voter's ID/ Ration Card/College ID)

F. Residence Proof - Permanent & Temporary/Present address proof (Passport /Driving

License/ Voter's ID / Ration Card/ Mobile Bill or Telephone Bill / LIC Policy / BANK

Passbook/ Electricity Bill/Gas Bill/Water Bill/Rental Agreement- (Letter from owner or Self

Declaration letter required if it's not in your name)



Omega Healthcare Management Services Private Limited
Regd. Office: 33, NAL Wind Tunnel Road, Murugeshpalya, Bengaluru - 560 017.

P: +91 80 4155 7333 

US Office: 2424, North Federal Highway, Suite #205, Boca Raton, Florida 33431.

E: mail2omega@omegahms.com 

www.omegahms.com

CIN# U85110KA2003PTC032846

G. Copy of PAN Card / Acknowledgement copy of PAN Application

H. Copy of AADHAR Card is Mandatory

I. Need to be aware of PF Number, UAN, PAN number, Aadhar number, Parents DOB 

details, if married Spouse DOB details & Date of marriage and Physical standards i.e. 

(Blood Group, Height, Weight – details only required for filling the application form or 

nominee forms.  Proof/Document is not required)

J. Existing Bank account details - Any Bank Active account for Salary - Personalized Bank 

cheque or Bank Statement

Our attendance cycle runs from 21st of month to the 20th of the next month. If the salary account is not

opened & activated before 10th of the month, then the salary for that month would be delayed thereby

causing inconvenience to the employee. A delay in disbursement of salary may also occur if the Joining

Reports / Documents are incomplete. Thus, we request to please fill in all the Joining forms completely

accurately and submit Mandatory documents

We at HR look forward to providing you with the best of services at all times. We welcome you once again

and wish you all the best for a successful career at Omega.

PLEASE NOTE: YOU ARE EXPECTED TO COME IN FORMAL DRESS ON DOJ

HR Team



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear MAHALAKSHMI D (B.COM COMPUTER APPLICATION), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 



 

  
 

 

 
PROVISIONAL OFFER LETTER 

 
 

College Name:  Anna Adarsh College For Women 
Date:   5-March-2021            
 
Dear MEENA A (B.COM CA), 

 

 

Congratulations!!! 
 
With reference to the Interview you had with us, we are pleased to inform that you have 
been shortlisted as an “Associate”.  Your employment with us will be established on 
clearing further rounds of interview which would be conducted online/remotely or at our 
Perungulathur facility (No.16, GST Road, Gateway office Parks A-1 Block, Ground Floor, 
Perungulathur, Chennai 600063). The offer letter would be shared to your registered 
email ID upon successfully completing your further interviews. 
 
We at Sutherland are privileged to have you with us and we look forward to launching your 
career on a successful note. 
 
You will have to furnish the following documents during the hiring/onboarding process 
 

• 10 Passport size photographs. 

• 10th,12th and UG/PG education certificates – (whichever completed). 

• E-Aadhar card- Mandatory for address proof. 

• Pan Card- Mandatory to open bank account. 

• In addition, you can also submit Ration card, Driving license/Passport, 
Voter ID for address proof. 

• Medical Fitness Certificate- saying you are fit enough to work in night shifts. 

• Offer letter / Relieving letter / Last 3 consecutive months pay slips 
(Applicable only for experienced candidates). 

 
 
Yours sincerely, 
 
Talent Acquisition  
    Sutherland        

 
 

 
This is digitally generated soft copy hence signature is not required 

 

Sutherland, The Gateway Office Parks, IT/ITES SEZ Bloc- A1, 6th floor, Chennai, Tamil Nadu, PIN 600063 















 

 

GoStudy Consulting and EdTech Private Limited 
22/1A, Welcome Colony,  

Anna Nagar West Extension,  

Chennai – 600101, Tamil Nadu, India 

 
26, July 2021 

  

Ms. Dharshini Shree, 

No.5, Kumaran Nagar(East) 1st Street,  

Avadi, Chennai-600071 

Tamil Nadu, India. 

 

Subject: Appointment for post of Consultant 

 

Dear Ms. Dharshini Shree , 

 

We are pleased to offer you, the position of Consultant with GoStudy Consulting and EdTech Private Limited 

(hereinafter referred by the ‘Company’) on the following terms and conditions: 

 

1. Commencement of employment 

  

Your employment will be effective, as of  July 26, 2021. 

  

2. Job title 

  

Your job title will be Consultant , and you will report to Mr. Ganesh Rajendran, The Chief Executive Officer. 

  

3. Salary 

  

Your Cost to Company (CTC) annually will be INR 2,16,000 (Rupees Two Lakhs Sixteen Thousand Only) and 

will be revised based on performance. Variable pay will be based on performance and target set by the 

company. 

  

4. Place of posting 

  

You will be posted anywhere in India. You may however be required to work at any place of business which the 

Company has or may later acquire. 

 

5. Hours of Work 

  

The normal working days are Monday through Saturday. You will be required to work for such hours as 

necessary for the proper discharge of your duties to the Company. The normal working hours are from 10:00 

AM to 06:00 PM and you are expected to work not less than 48 hours each week, and if necessary, for 

additional hours depending on your responsibilities. 

 

6. Leave/Holidays 

  

6.1 You are entitled to casual leave of 12 days. 

 

 



 

 

GoStudy Consulting and EdTech Private Limited 
22/1A, Welcome Colony,  

Anna Nagar West Extension,  

Chennai – 600101, Tamil Nadu, India 

 
6.2 You are entitled to 12 working days of paid sick leave. 

 

6.3 The Company shall notify a list of declared holidays in the beginning of each Business year. 

 

6.4 You are entitled to the above mentioned leaves once you have completed the probationary period of 3 

months. 

 

7. Nature of duties 

  

You will perform to the best of your ability all the duties as are inherent in your post and such additional duties 

as the company may call upon you to perform, from time to time. 

  

8. Misconduct: 

  

8.1 If at any time, you are found involved or found guilty of dishonesty, negligence or indiscipline or indecent 

behaviour or of  any other conduct considered as detrimental to the interest(s) of the Organization, or of 

violation of one or more terms of this letter or Non-Disclosure Agreement (NDA) your services are liable to be 

terminated without notice. 

  

8.2 If at any time, you are detained in prison for a period of 24 hours or more or convicted for any 

offence;   your services are liable to be terminated without notice. 

  

8.3 if your services are terminated due to misconduct resulting in financial loss to the  Company, the loss will be 

recovered from any amount due to you or otherwise. 

 

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. Borrowing/accepting gifts 

  

You will not borrow or accept any money, gift, reward or compensation for your personal gains from or 

otherwise place yourself under pecuniary obligation to any person/client with whom you may be having official 

dealings. 

  

11. Termination 

  

11.1 Your appointment can be terminated by the Company, without any reason, by giving you not less than 15 

days prior notice in writing or salary in lieu thereof. For the purpose of this clause, salary shall mean basic 

salary. 

  

 

 



 

 

GoStudy Consulting and EdTech Private Limited 
22/1A, Welcome Colony,  

Anna Nagar West Extension,  

Chennai – 600101, Tamil Nadu, India 

 
 

11.2 You may terminate your employment with the Company, without any cause, by giving no less than two 

months’ prior notice or full salary for the unserved period with prior approval from the company. 

  

11.3 The Company reserves the right to terminate your employment summarily without any notice period or 

termination payment, if it has reasonable ground to believe you are guilty of misconduct or negligence or have 

committed any fundamental breach of contract or caused any loss to the Company.  

  

11.4. 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.  

  

12. Confidential Information 

  

12.1 During your employment with the Company you will devote your whole time, attention, and skill to the 

best of your ability for its business. You shall not, directly, or indirectly, engage or associate yourself with, be 

connected with, concerned, employed or engaged in any other business or activities or any other post or work 

part time or pursue any course of study whatsoever, without the prior permission of the Company. 

  

12.2 You must always maintain the highest degree of confidentiality and keep as confidential the records, 

documents and other Confidential Information relating to the business of the Company which may be known to 

you or confided in you by any means, and you will use such records, documents and information only in a duly 

authorized manner in the interest of the Company. For the purposes of this clause ‘Confidential Information’ 

means information about the Company’s business and that of its customers which is not available to the general 

public, and which may be learnt by you in the course of your employment. This includes, but is not limited to, 

information relating to the organization, its customer lists, employment policies, personnel, and information 

about the Company’s products, processes including ideas, concepts, projections, technology, manuals, drawing, 

designs, specifications, and all papers, resumes, records and other documents containing such Confidential 

Information. 

  

12.3 Your duty to safeguard and not disclose Confidential Information will survive the expiration or termination 

of this Agreement and/or your employment with the Company. 

  

12.4 You may use the Confidential Information solely for the mutual Purpose and shall not disclose 

Confidential Information outside the organisation. You may disclose the Confidential Information within the 

organisation only to those having a need to know for the Purpose and having an obligation to protect 

information as required by these terms. In addition, you may disclose Confidential Information to a subsidiary, 

affiliate or subcontractor which has a need to know for the Purpose and is subject to a written agreement, 

substantially in accordance with this Agreement, including obligations not to disclose Confidential Information 

and not to use it other than for the Purpose. 

  

12.5 Nothing herein shall be construed as granting to you any rights, express or implied, in company’s 

Confidential Information, other than the right to use it for the mutual Purpose of this Agreement. Specially and 

with limitation, nothing in this letter is intended to grant any rights under any patent or copyright of either Party, 

nor shall the acceptance of this letter grant you any rights in Company’s Confidential Information other than the 



 

 

GoStudy Consulting and EdTech Private Limited 
22/1A, Welcome Colony,  

Anna Nagar West Extension,  

Chennai – 600101, Tamil Nadu, India 

 
limited right to review such Confidential Information in connection with the Purpose agreed between you and 

the Company. 

 

12.6 Any breach of Confidential Information direct or indirect, shall be material breach of this letter and the 

Company has every right, including but not limited to, to conduct disciplinary proceedings regarding such 

breach with compensation for damages, even while the cure or remedy is being worked out. 

 

13. 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. 

 

 

14. 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. 

  

15. Non Competent: 

  

The period commencing on the date hereof and ending on the Termination Date, and thereafter, through the 

period ending on the first anniversary of the Termination Date, you shall not, directly or indirectly, as employee, 

agent, consultant, stockholder, director, co-partner or in any other individual or representative capacity, own, 

operate, manage, control, engage in, invest in or participate in any manner in, act as a consultant or advisor to, 

render services for (alone or in association with any person, firm, corporation or entity), or otherwise assist any 

person or entity (other than the Company) that engages in or owns, invests in, operates, manages or controls any 

venture or enterprise that directly or indirectly engages or proposes to engage in any element of the Business 

anywhere within a 10 km radius of the company’s office has situated. Always provided that in the event of 

breach of the above said clause, the employee shall pay to the company or the representative-in-interest the sum 

of Rs. 10,00,000/- (Rupees Ten Lakhs) per month as compensation during which the employee carried on or is 

concerned in carrying on such business, by way of liquidated damages and shall further be liable to be restrained 

through court from competing with such business. 

 

16. Governing Law/Jurisdiction 

 

Your employment with the Company is subject to Indian laws. All disputes shall be subject to the jurisdiction of 

courts at Chennai only. 

 

 

 

 

 

 



 

 

GoStudy Consulting and EdTech Private Limited 
22/1A, Welcome Colony,  

Anna Nagar West Extension,  

Chennai – 600101, Tamil Nadu, India 

 
17. Acceptance of our offer 

 

Please confirm your acceptance of this Contract of Employment by signing and returning the duplicate copy. 

 

 
We welcome you and look forward to receiving 

your acceptance and to working with you. 

 

Yours Sincerely, 

 

 

 
 

 

Mr. Ilaya Bharathi, Managing Director 

 

 

Offer Acceptance Acknowledgement  

  
 

I am pleased to accept the terms and conditions of 

employment as stated in this offer. I also understand and 

accept that GoStudy Consulting and EdTech Private 

Limited reserves the right to modify or replace these terms 

and conditions of employment at any time.  

 

Yours Truly, 

 

 

 

 

Ms. Dharshini Shree, 

 









 
 

 

 

 
To 

Deepika, 

Tel : 044-42300225, 99403-41555, 99401-96669 Fax : 42300226 

October 1st 2021 

Anna Adarsh College for Woman, 

Anna Nagar, Chennai - 40. 

 
Sub: Offer Letter 

 
Dear Varshini, 

 
We are pleased to offer you the position of TEACHING 

CONSULTANT at Hi-Fi-Edu effective from 06-10-21 (OCT 6th 

2021). You will be reporting directly to Augustina Sutha. We 

believe that your knowledge, skills and education are suitable 

to work in our organization. You will be expected to work from 

9:00 AM to 5:30 PM during week days (MON-FRI) and on 
alternate Saturdays. You may work from home and come to 

office whenever is required. Your starting salary is Rs.15,000 

(fifteen thousand) that will be paid on a monthly basis. 

 
You will be expected to prepare MCQ and Case Based Questions 

with Solutions for K12 Students as well as prepare Video 

Tutorials by explaining the Concepts to make the Students 

understand easily. You may conduct online classes also (if you 

are willing to do). You are requested to maintain confidentiality. 

 
Please confirm your acceptance of this offer by signing and 

returning a copy of this letter. We look forward to having you 

join our team and let us know if you have any questions. 

 
Sincerely, 

Christokumar Manoharasingh 

Founder & CEO 
 

MHIFI EDU PVT LTD 

 
#153 Ananthammal Nagar, Perumbakkam, Chennai 600 100 



MHIFI EDU PVT LTD. 
#153 Ananthammal Nagar, Perumbakkam, Chennai 600 100  

    

                              Tel  : 044-42300225, 99403-41555, 99401-96669  Fax  : 42300226 

   MHIFI EDU PVT LTD 

   October 1st  2021 

To 

 Varshini, 
Anna Adarsh College for Woman, 

 Anna Nagar, Chennai - 40. 

 

Sub: Offer Letter 

 

Dear Varshini, 

 

We are pleased to offer you the position of TEACHING 
CONSULTANT at Hi-Fi-Edu effective from 06-10-21 (OCT 6th 

2021). You will be reporting directly to Augustina Sutha. We 

believe that your knowledge, skills and education are suitable 

to work in our organization. You will be expected to work from 

9:00 AM to 5:30 PM during week days (MON-FRI) and on 

alternate Saturdays. You may work from home and come to 

office whenever is required. Your starting salary is Rs.15,000 

(fifteen thousand) that will be paid on a monthly basis.  

 

You will be expected to prepare MCQ and Case Based Questions 
with Solutions for K12 Students as well as prepare Video 

Tutorials by explaining the Concepts to make the Students  

understand easily. You may conduct online classes also (if you 

are willing to do). You are requested to maintain confidentiality.  

 

Please confirm your acceptance of this offer by signing and 

returning a copy of this letter. We look forward to having you 

join our team and let us know if you have any questions. 

 

Sincerely, 

 
Christokumar Manoharasingh  

Founder & CEO 



MHIFI EDU PVT LTD. 
#153 Ananthammal Nagar, Perumbakkam, Chennai 600 100  

    

                              Tel  : 044-42300225, 99403-41555, 99401-96669  Fax  : 42300226 

   MHIFI EDU PVT LTD 

   October 1st  2021 

To 

 Aishwarya Ravi, 
Anna Adarsh College for Woman, 

 Anna Nagar, Chennai - 40. 

 

Sub: Offer Letter 

 

Dear Aishwarya Ravi, 

 

We are pleased to offer you the position of TEACHING 
CONSULTANT at Hi-Fi-Edu effective from 06-10-21 (OCT 6th 

2021). You will be reporting directly to Augustina Sutha. We 

believe that your knowledge, skills and education are suitable 

to work in our organization. You will be expected to work from 

9:00 AM to 5:30 PM during week days (MON-FRI) and on 

alternate Saturdays. You may work from home and come to 

office whenever is required. Your starting salary is Rs.15,000 

(fifteen thousand) that will be paid on a monthly basis.  

 

You will be expected to prepare MCQ and Case Based Questions 
with Solutions for K12 Students as well as prepare Video 

Tutorials by explaining the Concepts to make the Students  

understand easily. You may conduct online classes also (if you 

are willing to do). You are requested to maintain confidentiality.  

 

Please confirm your acceptance of this offer by signing and 

returning a copy of this letter. We look forward to having you 

join our team and let us know if you have any questions. 

 

Sincerely, 

 
Christokumar Manoharasingh  

Founder & CEO 
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07-Jun-2021

  
Dear Keerthikaa M,
B.Sc., Maths
Anna Adarsh College For Women

 
Candidate ID – 16395112

  
Thank you for exploring career opportunities with Cognizant Technology Solutions India Private
Limited ("Cognizant").You have successfully cleared our initial selection process and we are pleased to
make you an offer of employment. This offer is based on your profile and performance in the selection
process.

 
You have been selected for the position of Programmer Trainee

 
During your probation period of 12 months, which includes your training program, you will be entitled to an
Annual Total Remuneration (ATR) of INR 251,999/-. This includes an annual target incentive of INR 12,000
/- as well as Cognizant's contribution of INR 19,500/- towards benefits such as Medical, Accident and Life
Insurance. The incentive amount may vary, depending on Cognizant's performance and your performance.
The other details about your compensation are detailed in Compensation and Benefits. Your
compensation is highly confidential and if the need arises, you may discuss it only with your Manager.

 
On successful completion of the probation period, clearing the required training assessments and subject
to you being part of a delivery project, your Annual Total Remuneration (ATR) would stand revised to INR
Rs.284,111/-. This includes an annual target incentive of INR 12,000/- as well as Cognizant's contribution
towards benefits such as Medical, Accident and Life Insurance, as applicable.

 
Your appointment will be governed by the terms and conditions of employment as presented in
Employment Agreement. You will also be governed by the other rules, regulations and practices in vogue
and those that may change from time to time.

 
This offer of employment is subject to your fulfillment of other pre-requirements as detailed in this letter and
other communications shared with you.

 
Please note:

 
1. This appointment is subject to satisfactory professional reference checks and you securing a minimum
of 60% aggregate (all subjects taken into consideration) with no standing arrears in your Graduation/Post-
Graduation.

 
This offer from Cognizant is valid for 3 months and hence you are expected to accept or decline the offer
through the company's online portal within this time-period. In case we do not receive any response from
you within this time-period, this Offer shall stand withdrawn and will be considered as void. Any extension
to the offer validity will be at the sole discretion of Cognizant

 
2. Prior to commencing employment with Cognizant you must provide Cognizant with evidence of your
right to work in India and other such documents as Cognizant may request.

 
3. Prior to joining Cognizant, you must successfully complete the prescribed Internship or  Continuous Skill
Development (CSD) program  as detailed below:

 
At Cognizant, we invest in skill and capability development of our campus selects even before they join us.
This is through Cognizant Internship and Continuous Skill Development (CSD) program. These programs
focuses primarily on technical skills development. You could enroll in either of these as per your college
processes while in the final semester and continue with skill building until you join Cognizant. This forms a
critical part of your employment with Cognizant. Your onboarding with Cognizant would be prioritized
based on the successful completion of same. In event of non-completion of the Internship or Continuous
Skill Development program, Cognizant may at its sole discretion revoke this offer of employment.
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3.1 Cognizant Internship:

 
a) Cognizant Internship is for approximately 3 to 6 months based on business skilling requirements. The
performance during Internship would be monitored through formal evaluations and rewarded with monthly
stipend. The stipend details would be notified upon your registration for Internship.

 
b) Interns are covered under Cognizant's calendar holidays and need to adhere with attendance
requirements and pre-approvals are to be sought towards unavoidable leave or break requests from the
program.

 
3.2 Continuous Skill Development (CSD) Program:

 
a) CSD program is offered through a platform based engagement model combined with integrated skill
assessment and certifications as the CSD program completion criteria. Upon meeting the completion
criteria of the CSD program, enrolled candidates would be eligible for a one-time Cognizant CSD rewards
post joining Cognizant. The Cognizant CSD reward details would be provided after your enrollment into the
program.

 
b) There would be zero tolerance to malpractices and misconduct during Internship and CSD engagement.
Any such misconduct would lead to appropriate disciplinary action including the revocation of this
employment offer. Cognizant reserves clauses regarding IT infrastructure, if applicable and access to
information and material of Cognizant during the period and could modify or amend the Cognizant
Internship and CSD program terms and conditions from time to time.

 
3.3 GenC Training Post joining:

 
a) Cognizant continues to invest in skill building of the entry-level talent and GenC training is a formal on-
the-job training offered to trainees based on the business specific skilling needs. The terms and conditions
of this training will be governed by Cognizant GenC program guidelines.

 
b) The Cognizant Internship or the Continuous Skill Development (CSD) completion may qualify as the
entry criteria to the GenC training and is used as basis towards your allocation to projects/roles.

 
We look forward to you joining us. Should you have any further questions or clarifications, please log into
https://campus2Cognizant.cognizant.com

 
Yours sincerely,
For Cognizant Technology Solutions India Pvt. Ltd.

Maya Sreekumar

Vice President – Human Resources

 
I have read the offer, understood and accept the above mentioned terms and conditions.

 
Signature:                                                                            Date:
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                                                 Compensation and Benefits

Name: Keerthikaa M Designation: Programmer Trainee

Sl. No. Description Monthly Yearly

1 Basic 6500 78,000

2 HRA* 2600 31,200

3 Company's contribution of PF # 1475.892857 17,711

4 Advance Statutory Bonus*** 2000 24,000

5 Special Allowance* 5330 63,960

6
Company's Contribution of ESI @ 3.25% of Monthly Gross 
minus statutory exclusions

469 5,628

Annual Gross Compensation 220,499

Incentive Indication (per annum)** 12,000

Annual Total Compensation 232,499

Company's contribution towards benefits (Medical, Accident
and Life Insurance)

19,500

Annual Total Remuneration 251,999

 
As an associate you are also entitled to the following additional benefits:

  
• Floating Medical Insurance Coverage 

• Round the Clock Group Personal Accident Insurance coverage 

• Group Term Life Insurance

• Employees' Compensation Insurance benefit as per the Employees' Compensation Act, 2010

• Gratuity, on separation after 4 years and 240 calendar days of continuous service, payable as per

Payment of Gratuity Act
  
Leave & Vacation:

 
• From the Date of your Joining, you will be entitled with the below mentioned leaves as per your eligibility

in line with the statutory requirements. You shall be entitled to avail the leaves only with prior approval from
your Manager
  

SI No Category of Leave No. of leave days

1 Earned Leave 18

2 Sick Leave 12

3 Casual Leave 6

  

• From date of joining, women associates will be entitled to maternity leave based on eligibility as specified

in the Maternity Benefit Act

• In addition to the above, as per Cognizant policy, you are eligible for child adoption leave and paternity

leave by adhering to the conditions as specified in the Cognizant India Leave policy
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Provident Fund Wages:
  

• For the purpose of computing PF Wages to Provident Fund, Pension Fund & EDLI Scheme, PF Wages

shall be Monthly Gross Salary as per Annexure A of this letter excluding "Advance Statutory Bonus" &
"House Rent Allowance" will be considered. This does not include payments made through "Special
Payout". 

• Determination of PF Wages for the purpose of contribution: PF contribution shall be payable on the

earned PF wages or PF wages as per this letter, whichever is lesser

 
Employees State Insurance:

 
• Eligibility to ESI shall be decided by deducting the Advanced Statutory Bonus, Employer PF & ESI

contribution from the monthly Gross Compensation (AGC/12) as per Annexure A of this letter.

• Monthly ESI contribution will be computed on total remuneration paid to an Associate in a particular

month which includes any recurring (or) adhoc special payouts during the month.

• ESI shall be continued till end of the contribution period (Apr to Sep & Oct to Mar), if the Associate

contributes even for one month in the said contribution period.

 
* Flexible Benefit Plan: Your compensation has been structured to ensure that you are adequately
empowered to apportion components of your salary in a manner that suits you the best. This plan will
enable you to
1. Choose from a bouquet of allowance or benefits
2. Redefine your salary structure within prescribed guidelines
3. Optimize your earnings

 
** Incentive Indication: Incentive amount may be higher, lower, or nil as per the terms described herein. 
The incentive program is discretionary, subject to change, and based on individual and company
performance.  It is prorated to the duration spent with Cognizant India for the calendar year and will be paid
to you only if you are active on Cognizant's payroll on the day of incentive payout.

 
*** Advance Statutory Bonus is in line with the provisions of Payment of Bonus Act, 1965.

 
Note: Any statutory revision of Provident Fund/ESI Contribution or any other similar statutory benefits will
result in a change in the Net take home salary and the Annual Gross Compensation will remain the same.
Cognizant has made this offer in good faith after expending significant time and resources in the hiring
process. We hope you will join us, but appreciate your right to pursue another path. Your formal
commitment to joining us forms the basis of further planning and client communication at Cognizant. If you
renege on the commitment and decide not to join us after signing the offer letter, Cognizant reserves the
right to not consider you for future career opportunities in the company. We look forward to welcoming you
to Cognizant.
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Employment Agreement – Cognizant Technology Solutions India Private Limited

 
 
This Employment Agreement ("Agreement") is made effective as of ______________________between:

 
Cognizant Technology Solutions India Private Limited, a company incorporated under the Companies Act,
1956 with its registered office at 5/535, Okkiam Thoraipakkam, Old Mahabalipuram Road, Chennai -
600096, Tamil Nadu, India; (hereinafter referred to as "Company" or "Cognizant" which expression shall
unless repugnant to the context or meaning thereof, be deemed to mean and include its successors and
assigns) of the ONE PART;
AND

 
Keerthikaa M, 20, residing at ____________________________________ (hereinafter referred to as "
you", "your" or "yourself", which expression shall unless repugnant to the context or meaning thereof, be
deemed to mean and include his/her heirs, executors and administrators) of the OTHER PART.
The Company and you are, wherever the context so requires, hereinafter collectively referred to as the
"Parties" and individually as "Party".

 
RECITAL:

 
WHEREAS, you desire to be employed by the Company and the Company has made an employment offer
("Employment Offer Letter") to you and in pursuance thereof desires to employ you on the terms and
conditions set forth below.

 
NOW, THEREFORE, in consideration of the mutual promises, covenants and conditions set forth herein,
the Parties hereto mutually agree to the below mentioned terms and conditions governing your
employment with Cognizant:

 
1. Duties and Responsibilities

 
a. You agree that at all times during your employment with Cognizant, you will faithfully, industriously, and
to the best of your skill, ability, experience and talent, perform any and all of the duties required of your
position. In carrying out these duties and responsibilities, you shall comply with all policies, procedures,
rules and regulations, both written and oral, as are announced or implemented by the Company from time
to time, and shall honour and comply with all rules and statutory requirements under applicable law as
amended from time to time, in letter and spirit.
b. Your unprofessional behavior or misconduct in violation of Cognizant's Code of Business Ethics and/or
other organizational policies shall entitle the Company to take appropriate disciplinary action(s) including
termination of your employment.
c. You shall, at all times, maintain satisfactory performance and upskill yourself in accordance with the
business requirements of the Company. Unsatisfactory or poor performance shall entitle Company to take
appropriate disciplinary action(s) including termination of your employment.

 
2. Place of Employment

 
You will be employed at any one of Cognizant's offices as per business requirement. The Company
reserves the right to transfer you on a temporary or permanent basis to the other office locations, functions
or departments within the Company and/or other affiliated entities and assign such other duties as may be
deemed fit in the interest of the Company. The Company also reserves the right to require you to work
remotely from time to time as per business needs or government mandate.

 
3. No Alternate Employment, No Conflict, Etc.

 
During your employment with the Company, you shall not, without the Company's prior written consent,
directly or indirectly employ or engage with any other person, business or entity, whether or not for any
gain or profit, irrespective of whether it is during or outside your hours of work in the Company.
Additionally, you are not allowed to undertake any other gainful employment, engagement, business,
assume any public office or private office, honorary or remunerative position, without prior written
permission of the Company. During your employment with the Company, you shall not directly or indirectly
engage in any conduct in conflict with or averse to the best interests of the Company, as determined by the
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Company at its sole discretion. In addition, you shall not disclose, divulge or bring on to Cognizant's
systems or offices, your prior employer's and/or their clients' proprietary or confidential information, or
violate any agreement or obligations that you have with them. 

 
4. Confidentiality 

 
a. During the course of your employment with the Company, you shall have access to information and/or
documents of the Company, its affiliates, its clients or certain third parties' (with which the Company has
any dealings), which information and/or documents are private, business sensitive, confidential and/or
proprietary (together, the "Confidential Information"). You are obliged to keep the Confidential Information
as secret and must not, without prior and specific written permission from the Company, disclose any such
information, received from whatever source and however you may learn it, to any person or third party.
b. Any breach of your confidentiality obligations as specified above may be a cause for termination of your
employment with the Company, besides the Company's entitlement to initiate legal action against you for
such breach. The obligations imposed upon you under this clause 5 will survive even after cessation of
your employment with the Company. 
c. You shall not take copies of any Confidential Information for your own purposes without prior permission
of the Company and forthwith upon termination of your employment with the Company, you shall return to
the Company all such copies of Confidential Information including but not limited to documents, records
and accounts in any form (including electronic, mechanical, photographic & optical recording) relating to
matters concerning the business or dealings or affairs of the Company. 
d. You shall not, during your employment with the Company and at all times thereafter, do or say anything
that may cause direct or indirect damage to the business of the Company, its affiliates or their clients. 
e. You shall be governed by Cognizant's Social Media Policy and shall, at all times, refrain from posting
potentially malicious, libelous, obscene, political, anti-social, abusive, and threatening messages or
disparaging clients, associates, competitors, or suppliers or any third parties. 
f. You will not make any false, defamatory or disparaging statements about Cognizant, its clients, or any
other employees or directors, irrespective of whether any such statements are likely to cause damage to
any such entity or person.
g. The Company reserves the right to require you to sign confidentiality and non-disclosure agreements
with any clients on whose project you are being assigned on behalf of the Company.

 
5. Data Protection

 
By signing below,

 
a. you hereby provide your consent to Cognizant, its affiliates and their clients for the holding and
processing of your personal data for all purposes of the administration and management of your
employment and/or the Company's business,
b. you hereby provide your consent to your personal data including any sensitive personal data or
information being collected and the same being transferred, stored and/or processed by Cognizant in India
and any other countries where Cognizant, its affiliates and their clients have offices,
c. you agree that Cognizant and its affiliates may make such data available to its advisors, service
providers, other agencies such as pension providers, medical, insurance providers, payroll administrators,
background verification agencies and regulatory authorities,
d. you have the right to amend, modify or alter your personal information. The Company will exercise all
reasonable diligence for safeguarding your personal information, as has been disclosed by you. It is
clarified that the obligation will not be applicable in case of legally required disclosures, and
e. you acknowledge and agree that Company may, in the course of its business, be required to disclose
personal data relating to you, after the end of your employment to any group/statutory bodies/authorities as
required under applicable law/requirements.

 
6. Work Schedule

 
a. The Company's normal working hours shall typically comprise of nine (9) hours per day, exclusive of any
applicable break, subject to the limit of daily working hours, as prescribed by the applicable laws. The
Company may require you to work for extended working hours/days including weekends, depending on the
project requirements, business exigencies and/or for conscientious and complete performance of your
duties and responsibilities towards the Company, subject to the limit of working hours as prescribed by the
applicable laws. Any changes made to the Company's working hours shall be notified to you.
b. The Company may, at its discretion, vary the normal working hours or days for any employee or class of
employees or for all the employees based on project requirements, Company policies and prevailing laws,
as may be applicable from time to time/in consonance with any applicable laws for the time being in force.
Any changes to be made to the above work timings or days shall be made by the Company at its sole
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discretion and notified to you in advance.
c. The Company may also require you to work on a shift basis. The shifts may be scheduled across 24
hours a day, 7 days a week and 365 days a year. The shift timings may change from time to time as per
any Company policy and which will be notified to you in advance.
d. Your office timings shall be monitored by the Company through appropriate systems & processes, as
updated from time to time and you shall ensure compliance to the processes and policies at all times.

 
7. Background Check

 
Your employment with Cognizant is conditional and subject to satisfactory background and reference
check in line with the Company's policy. An independent agency may conduct internal and external
background checks, for which you provide your consent. The Company's offer of employment and/or
continued employment is subject to satisfactory background verification report. 

 
The Company shall be entitled to withdraw its employment offer if the background verification checks
reveal unfavorable results at any time. Similarly, in case if your background verification report is found to
be unfavorable or unsuccessful after you joining the Company, then the Company reserves the right to
terminate your employment immediately.

 
8. Compliance with Company Policies

 
As a condition of employment with the Company and as part of your joining formalities, you are required to
comply or execute the following Company agreement and attest your understanding and adherence to
following Company policies:

 
i. IP Assignment Agreement 
ii. The Code of Business Ethics
iii. Acceptable Use Policy and Social Media Policy
iv. Dress Code Policy

 
Additionally, you will also be governed by other applicable Company rules, processes, procedures and
policies as may be drafted, enforced, amended and/or altered from time to time and which are not
specifically mentioned in this Agreement. The applicable rules/ processes/ procedures/ policies are
available on the Company's intranet and you are expected to go through the same carefully as a condition
of your employment. For any clarification in relation to applicable policies, guidelines, processes, please
reach out to your HR Talent Manager. It is your responsibility to keep yourself informed of any and all
changes made by the Company to such policies from time to time. If at any time during your employment
with the Company, you are found in violation of any applicable rules, processes, procedures or policies of
the Company, the Company reserves the right to take disciplinary action against you, including termination
your employment without notice period.

 
9. Non-Compete and Non-Solicit Restrictions

 
During the term of your employment with Cognizant and until two (2) years after the termination of such
employment, you will not directly or indirectly, either as an individual on your own account or as a partner,
employee, consultant, advisor, agent, contractor, director, trustee, committee member, office bearer, or
shareholder (or in a similar capacity or function), (a) solicit, attempt to solicit, contact or otherwise
encourage any employee to leave the Company's employment, (b) solicit business from competitor(s) or
client(s) of the Company or (c) be employed or engaged with any competitor(s), or (d) be employed or
engaged with any client(s) of the Company with whom you have interacted or worked in a professional
capacity representing the Company during the six (6) months preceding the date of termination of your
employment.

 
10. Representations and Warranties 

 
By signing below,

 
a. you warrant that your employment with the Company does not and will not violate or otherwise conflict
with any agreement (oral or otherwise) to which you are or have been a party and that you possess all the
requisite permits, work visas and clearances to be able to lawfully and rightfully employed in India with the
Company under the terms of this Agreement;
b. you warrant that you have satisfactorily completed all of your obligations under any employment contract
or other contract or agreement with any company(ies), person(s) or entity(ies) that previously employed or
contracted with you and that any previous employment contract and/or relationships have terminated
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and/or expired prior to the effective start date of your employment at the Company and you have all the
requisite power and authority, and do not require the consent of any third party to be employed with the
Company;
c. you represent and warrant that you shall not bring into Company premises or systems (or use in any
manner) any third-party documents (regardless of media) or materials (including but not limited to
proprietary information or trade secrets), or any such documents or materials of your previous employer,
without written permissions/approvals from such previous employer or third parties; and
d. you represent that unless authorized by the Company in writing, you shall not sign any contract or
agreement that binds the Company or creates any obligation (financial or otherwise) upon the Company.

 
11. Indemnity

 
You agree to indemnify and hold harmless the Company and its affiliates from and against any and all
direct or indirect losses or damages, injury or liability for a claim of damage, loss or injury to person or
property, suffered or sustained by Company and its affiliates which is attributable to you, resulting from any
of your act or omission irrespective of whether it constitutes a breach of the terms of your employment or
negligent performance of your duties as expected from you while in employment of the Company.

 
12. Business Engagement, Learning and Development and Project Deployment

 
In order to ensure that you are fully equipped to adapt to the demanding needs of our clients, the Company
has several policies and processes relating to deployment of employees to projects, Career Architecture
program, performance evaluation, learning and development/trainings and avenues of up-skilling. As a
condition of your employment with the Company, you are responsible for upskilling yourself to make
yourself eligible for appropriate business/client projects, thereby promoting the spirit of meritocracy and
career development with the goal of providing world-class services to our clients. Therefore, you shall
adhere to and meet the obligations under all such policies and processes, including the Associate
Deployment Pool Policy and those that may be changed by the Company from time to time.

 
13. Unauthorized Absence

 
If you are absent from work for a continuous period of 3 days or as prescribed by applicable laws, without
the prior written consent from your approving authority, it will be construed that you have voluntarily
abandoned your employment with the Company. The Company shall be entitled to take appropriate
disciplinary action(s) against you as per the Company's Job Abandonment Policy.

 
14. Retirement

 
You will automatically retire from employment with the Company on the last day of the month in which you
attain the age of fifty-eight (58) years. It is hereby clarified that the Company reserves its right to change
the retirement age at its sole discretion.

 
15. Termination of Employment

 
a. The Company may terminate your employment at any time with or without assigning any reasons by
providing 90 days' advance notice to you by paying you pro rata salary in lieu of any notice or balance
notice period. You may resign or terminate your employment with the Company by providing 90 days'
advance notice to the Company. When you serve notice to resign from the employment of the Company,
the Company may at its sole discretion, allow you to pay salary in lieu for the notice period; and/or adjust
the vacation accumulated towards part of the notice period. 
b. Notwithstanding the aforesaid or anything else to the contrary, the Company may, at its sole discretion,
suspend, lay off, dismiss, discharge and/or terminate your employment with immediate effect by a notice in
writing (without any notice period or salary in lieu of any notice period) in the event of your: 

• Misconduct, as provided in Misconduct and Disciplinary Action Policy

• Non-adherence to Associate Deployment Pool Policy

• Violation of Social Media Policy or Conflict of Interest Policy

• Breach of integrity, or embezzlement, or misappropriation or misuse or causing damage to the Company'

s asset/property or reputation 

• Insubordination or failure to comply with the directions given to you by persons so authorized 

• Insolvency or conviction for any offence involving moral turpitude 

• Breach of any terms or conditions of the Agreement and/or Company's policies or other documents or

directions of the Company 

• Violation of non-disparagement obligations
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• Conduct, which is regarded by the Company as prejudicial to its own interests or to the interests of its

client.

 
16. Deputation, Assignment and Transfer

 
The Company may second, depute or assign you to work with any of its affiliates or transfer your services
to any group company worldwide. On any such secondment, deputation, assignment or transfer of your
employment, the Company and/or affiliate may require you to sign the applicable Overseas Deputation /
International Employment Agreement(s) of the specific country, based on the policies of the Company. 

 
17. Survival

 
Clauses 5, 6, 10 and 12 and any other clauses, which by their nature are expected to survive, shall all
survive the termination of your employment (for any reason) and shall continue to apply to you even after
cessation of your employment with the Company.

 
18. Dispute Resolution and Governing law

 
The Parties shall make best efforts to settle by mutual conciliation any claim, dispute or controversy
("Dispute") arising out of, or in relation to, this Agreement, including any Dispute with respect to the
existence or validity hereof, the interpretation hereof, or the breach hereof. This Agreement and your
employment with the Company shall be governed and interpreted in accordance to the laws of India and
the courts in Chennai only shall have exclusive jurisdiction over any Dispute. Notwithstanding the
aforesaid, the Company shall be entitled, in addition to all other remedies, to any interim relief including but
not limited to an injunction, whether interlocutory or preliminary, restraining any breach of the provisions of
this Agreement.

 
19. General

 
This Agreement and your employment is personal to you and you cannot assign, subcontract or transfer
your rights or obligations hereunder to any other person or entity. No delay or failure by Company to
exercise any of its powers, rights or remedies under this Agreement or otherwise will operate as a waiver
of such powers, rights or remedies. If any provision of this Agreement is held by any competent authority to
be invalid or unenforceable, the validity of the other remaining provisions of the Agreement shall not be
affected. You shall not make any announcement concerning Company, its affiliates and their employees,
contractors or clients without Company's prior written consent and you shall not use or disclose the name,
trademark, domain name, service mark, logo or any other intellectual property of Company and its affiliates
and their employees, contractors or clients.

 
This Agreement, together with the agreements and policies of the Company, Employment Offer Letter (and
any attachments thereto, are the exclusive and entire agreement between the Parties relating to its subject
matter, and supersedes all prior and contemporaneous discussions, agreements, negotiations,
representations, and proposals relating to the subject matter hereof.

 
You shall be required to treat the terms of this Agreement as strictly confidential. The Company reserves
the sole right to change any terms or conditions provided in this Agreement based on applicable laws or
business exigencies.

 
IN WITNESS WHEREOF, the Parties hereto have duly executed this Agreement as of the day and year
first above written.

 
Cognizant Technology Solutions India Private Limited    Keerthikaa M

 
 
Sign: __________________                                                   Sign: _________________

 
Name:                                                                                      Name:
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07-Jun-2021

  
Dear Ranjana U,
B.Sc., Maths
Anna Adarsh College For Women

 
Candidate ID – 16395114

  
Thank you for exploring career opportunities with Cognizant Technology Solutions India Private
Limited ("Cognizant").You have successfully cleared our initial selection process and we are pleased to
make you an offer of employment. This offer is based on your profile and performance in the selection
process.

 
You have been selected for the position of Programmer Trainee

 
During your probation period of 12 months, which includes your training program, you will be entitled to an
Annual Total Remuneration (ATR) of INR 251,999/-. This includes an annual target incentive of INR 12,000
/- as well as Cognizant's contribution of INR 19,500/- towards benefits such as Medical, Accident and Life
Insurance. The incentive amount may vary, depending on Cognizant's performance and your performance.
The other details about your compensation are detailed in Compensation and Benefits. Your
compensation is highly confidential and if the need arises, you may discuss it only with your Manager.

 
On successful completion of the probation period, clearing the required training assessments and subject
to you being part of a delivery project, your Annual Total Remuneration (ATR) would stand revised to INR
Rs.284,111/-. This includes an annual target incentive of INR 12,000/- as well as Cognizant's contribution
towards benefits such as Medical, Accident and Life Insurance, as applicable.

 
Your appointment will be governed by the terms and conditions of employment as presented in
Employment Agreement. You will also be governed by the other rules, regulations and practices in vogue
and those that may change from time to time.

 
This offer of employment is subject to your fulfillment of other pre-requirements as detailed in this letter and
other communications shared with you.

 
Please note:

 
1. This appointment is subject to satisfactory professional reference checks and you securing a minimum
of 60% aggregate (all subjects taken into consideration) with no standing arrears in your Graduation/Post-
Graduation.

 
This offer from Cognizant is valid for 3 months and hence you are expected to accept or decline the offer
through the company's online portal within this time-period. In case we do not receive any response from
you within this time-period, this Offer shall stand withdrawn and will be considered as void. Any extension
to the offer validity will be at the sole discretion of Cognizant

 
2. Prior to commencing employment with Cognizant you must provide Cognizant with evidence of your
right to work in India and other such documents as Cognizant may request.

 
3. Prior to joining Cognizant, you must successfully complete the prescribed Internship or  Continuous Skill
Development (CSD) program  as detailed below:

 
At Cognizant, we invest in skill and capability development of our campus selects even before they join us.
This is through Cognizant Internship and Continuous Skill Development (CSD) program. These programs
focuses primarily on technical skills development. You could enroll in either of these as per your college
processes while in the final semester and continue with skill building until you join Cognizant. This forms a
critical part of your employment with Cognizant. Your onboarding with Cognizant would be prioritized
based on the successful completion of same. In event of non-completion of the Internship or Continuous
Skill Development program, Cognizant may at its sole discretion revoke this offer of employment.
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3.1 Cognizant Internship:

 
a) Cognizant Internship is for approximately 3 to 6 months based on business skilling requirements. The
performance during Internship would be monitored through formal evaluations and rewarded with monthly
stipend. The stipend details would be notified upon your registration for Internship.

 
b) Interns are covered under Cognizant's calendar holidays and need to adhere with attendance
requirements and pre-approvals are to be sought towards unavoidable leave or break requests from the
program.

 
3.2 Continuous Skill Development (CSD) Program:

 
a) CSD program is offered through a platform based engagement model combined with integrated skill
assessment and certifications as the CSD program completion criteria. Upon meeting the completion
criteria of the CSD program, enrolled candidates would be eligible for a one-time Cognizant CSD rewards
post joining Cognizant. The Cognizant CSD reward details would be provided after your enrollment into the
program.

 
b) There would be zero tolerance to malpractices and misconduct during Internship and CSD engagement.
Any such misconduct would lead to appropriate disciplinary action including the revocation of this
employment offer. Cognizant reserves clauses regarding IT infrastructure, if applicable and access to
information and material of Cognizant during the period and could modify or amend the Cognizant
Internship and CSD program terms and conditions from time to time.

 
3.3 GenC Training Post joining:

 
a) Cognizant continues to invest in skill building of the entry-level talent and GenC training is a formal on-
the-job training offered to trainees based on the business specific skilling needs. The terms and conditions
of this training will be governed by Cognizant GenC program guidelines.

 
b) The Cognizant Internship or the Continuous Skill Development (CSD) completion may qualify as the
entry criteria to the GenC training and is used as basis towards your allocation to projects/roles.

 
We look forward to you joining us. Should you have any further questions or clarifications, please log into
https://campus2Cognizant.cognizant.com

 
Yours sincerely,
For Cognizant Technology Solutions India Pvt. Ltd.

Maya Sreekumar

Vice President – Human Resources

 
I have read the offer, understood and accept the above mentioned terms and conditions.

 
Signature:                                                                            Date:
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                                                 Compensation and Benefits

Name: Ranjana U Designation: Programmer Trainee

Sl. No. Description Monthly Yearly

1 Basic 6500 78,000

2 HRA* 2600 31,200

3 Company's contribution of PF # 1475.892857 17,711

4 Advance Statutory Bonus*** 2000 24,000

5 Special Allowance* 5330 63,960

6
Company's Contribution of ESI @ 3.25% of Monthly Gross 
minus statutory exclusions

469 5,628

Annual Gross Compensation 220,499

Incentive Indication (per annum)** 12,000

Annual Total Compensation 232,499

Company's contribution towards benefits (Medical, Accident
and Life Insurance)

19,500

Annual Total Remuneration 251,999

 
As an associate you are also entitled to the following additional benefits:

  
• Floating Medical Insurance Coverage 

• Round the Clock Group Personal Accident Insurance coverage 

• Group Term Life Insurance

• Employees' Compensation Insurance benefit as per the Employees' Compensation Act, 2010

• Gratuity, on separation after 4 years and 240 calendar days of continuous service, payable as per

Payment of Gratuity Act
  
Leave & Vacation:

 
• From the Date of your Joining, you will be entitled with the below mentioned leaves as per your eligibility

in line with the statutory requirements. You shall be entitled to avail the leaves only with prior approval from
your Manager
  

SI No Category of Leave No. of leave days

1 Earned Leave 18

2 Sick Leave 12

3 Casual Leave 6

  

• From date of joining, women associates will be entitled to maternity leave based on eligibility as specified

in the Maternity Benefit Act

• In addition to the above, as per Cognizant policy, you are eligible for child adoption leave and paternity

leave by adhering to the conditions as specified in the Cognizant India Leave policy
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Provident Fund Wages:
  

• For the purpose of computing PF Wages to Provident Fund, Pension Fund & EDLI Scheme, PF Wages

shall be Monthly Gross Salary as per Annexure A of this letter excluding "Advance Statutory Bonus" &
"House Rent Allowance" will be considered. This does not include payments made through "Special
Payout". 

• Determination of PF Wages for the purpose of contribution: PF contribution shall be payable on the

earned PF wages or PF wages as per this letter, whichever is lesser

 
Employees State Insurance:

 
• Eligibility to ESI shall be decided by deducting the Advanced Statutory Bonus, Employer PF & ESI

contribution from the monthly Gross Compensation (AGC/12) as per Annexure A of this letter.

• Monthly ESI contribution will be computed on total remuneration paid to an Associate in a particular

month which includes any recurring (or) adhoc special payouts during the month.

• ESI shall be continued till end of the contribution period (Apr to Sep & Oct to Mar), if the Associate

contributes even for one month in the said contribution period.

 
* Flexible Benefit Plan: Your compensation has been structured to ensure that you are adequately
empowered to apportion components of your salary in a manner that suits you the best. This plan will
enable you to
1. Choose from a bouquet of allowance or benefits
2. Redefine your salary structure within prescribed guidelines
3. Optimize your earnings

 
** Incentive Indication: Incentive amount may be higher, lower, or nil as per the terms described herein. 
The incentive program is discretionary, subject to change, and based on individual and company
performance.  It is prorated to the duration spent with Cognizant India for the calendar year and will be paid
to you only if you are active on Cognizant's payroll on the day of incentive payout.

 
*** Advance Statutory Bonus is in line with the provisions of Payment of Bonus Act, 1965.

 
Note: Any statutory revision of Provident Fund/ESI Contribution or any other similar statutory benefits will
result in a change in the Net take home salary and the Annual Gross Compensation will remain the same.
Cognizant has made this offer in good faith after expending significant time and resources in the hiring
process. We hope you will join us, but appreciate your right to pursue another path. Your formal
commitment to joining us forms the basis of further planning and client communication at Cognizant. If you
renege on the commitment and decide not to join us after signing the offer letter, Cognizant reserves the
right to not consider you for future career opportunities in the company. We look forward to welcoming you
to Cognizant.
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Employment Agreement – Cognizant Technology Solutions India Private Limited

 
 
This Employment Agreement ("Agreement") is made effective as of ______________________between:

 
Cognizant Technology Solutions India Private Limited, a company incorporated under the Companies Act,
1956 with its registered office at 5/535, Okkiam Thoraipakkam, Old Mahabalipuram Road, Chennai -
600096, Tamil Nadu, India; (hereinafter referred to as "Company" or "Cognizant" which expression shall
unless repugnant to the context or meaning thereof, be deemed to mean and include its successors and
assigns) of the ONE PART;
AND

 
Ranjana U, 21, residing at ____________________________________ (hereinafter referred to as "you",
"your" or "yourself", which expression shall unless repugnant to the context or meaning thereof, be deemed
to mean and include his/her heirs, executors and administrators) of the OTHER PART.
The Company and you are, wherever the context so requires, hereinafter collectively referred to as the
"Parties" and individually as "Party".

 
RECITAL:

 
WHEREAS, you desire to be employed by the Company and the Company has made an employment offer
("Employment Offer Letter") to you and in pursuance thereof desires to employ you on the terms and
conditions set forth below.

 
NOW, THEREFORE, in consideration of the mutual promises, covenants and conditions set forth herein,
the Parties hereto mutually agree to the below mentioned terms and conditions governing your
employment with Cognizant:

 
1. Duties and Responsibilities

 
a. You agree that at all times during your employment with Cognizant, you will faithfully, industriously, and
to the best of your skill, ability, experience and talent, perform any and all of the duties required of your
position. In carrying out these duties and responsibilities, you shall comply with all policies, procedures,
rules and regulations, both written and oral, as are announced or implemented by the Company from time
to time, and shall honour and comply with all rules and statutory requirements under applicable law as
amended from time to time, in letter and spirit.
b. Your unprofessional behavior or misconduct in violation of Cognizant's Code of Business Ethics and/or
other organizational policies shall entitle the Company to take appropriate disciplinary action(s) including
termination of your employment.
c. You shall, at all times, maintain satisfactory performance and upskill yourself in accordance with the
business requirements of the Company. Unsatisfactory or poor performance shall entitle Company to take
appropriate disciplinary action(s) including termination of your employment.

 
2. Place of Employment

 
You will be employed at any one of Cognizant's offices as per business requirement. The Company
reserves the right to transfer you on a temporary or permanent basis to the other office locations, functions
or departments within the Company and/or other affiliated entities and assign such other duties as may be
deemed fit in the interest of the Company. The Company also reserves the right to require you to work
remotely from time to time as per business needs or government mandate.

 
3. No Alternate Employment, No Conflict, Etc.

 
During your employment with the Company, you shall not, without the Company's prior written consent,
directly or indirectly employ or engage with any other person, business or entity, whether or not for any
gain or profit, irrespective of whether it is during or outside your hours of work in the Company.
Additionally, you are not allowed to undertake any other gainful employment, engagement, business,
assume any public office or private office, honorary or remunerative position, without prior written
permission of the Company. During your employment with the Company, you shall not directly or indirectly
engage in any conduct in conflict with or averse to the best interests of the Company, as determined by the
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Company at its sole discretion. In addition, you shall not disclose, divulge or bring on to Cognizant's
systems or offices, your prior employer's and/or their clients' proprietary or confidential information, or
violate any agreement or obligations that you have with them. 

 
4. Confidentiality 

 
a. During the course of your employment with the Company, you shall have access to information and/or
documents of the Company, its affiliates, its clients or certain third parties' (with which the Company has
any dealings), which information and/or documents are private, business sensitive, confidential and/or
proprietary (together, the "Confidential Information"). You are obliged to keep the Confidential Information
as secret and must not, without prior and specific written permission from the Company, disclose any such
information, received from whatever source and however you may learn it, to any person or third party.
b. Any breach of your confidentiality obligations as specified above may be a cause for termination of your
employment with the Company, besides the Company's entitlement to initiate legal action against you for
such breach. The obligations imposed upon you under this clause 5 will survive even after cessation of
your employment with the Company. 
c. You shall not take copies of any Confidential Information for your own purposes without prior permission
of the Company and forthwith upon termination of your employment with the Company, you shall return to
the Company all such copies of Confidential Information including but not limited to documents, records
and accounts in any form (including electronic, mechanical, photographic & optical recording) relating to
matters concerning the business or dealings or affairs of the Company. 
d. You shall not, during your employment with the Company and at all times thereafter, do or say anything
that may cause direct or indirect damage to the business of the Company, its affiliates or their clients. 
e. You shall be governed by Cognizant's Social Media Policy and shall, at all times, refrain from posting
potentially malicious, libelous, obscene, political, anti-social, abusive, and threatening messages or
disparaging clients, associates, competitors, or suppliers or any third parties. 
f. You will not make any false, defamatory or disparaging statements about Cognizant, its clients, or any
other employees or directors, irrespective of whether any such statements are likely to cause damage to
any such entity or person.
g. The Company reserves the right to require you to sign confidentiality and non-disclosure agreements
with any clients on whose project you are being assigned on behalf of the Company.

 
5. Data Protection

 
By signing below,

 
a. you hereby provide your consent to Cognizant, its affiliates and their clients for the holding and
processing of your personal data for all purposes of the administration and management of your
employment and/or the Company's business,
b. you hereby provide your consent to your personal data including any sensitive personal data or
information being collected and the same being transferred, stored and/or processed by Cognizant in India
and any other countries where Cognizant, its affiliates and their clients have offices,
c. you agree that Cognizant and its affiliates may make such data available to its advisors, service
providers, other agencies such as pension providers, medical, insurance providers, payroll administrators,
background verification agencies and regulatory authorities,
d. you have the right to amend, modify or alter your personal information. The Company will exercise all
reasonable diligence for safeguarding your personal information, as has been disclosed by you. It is
clarified that the obligation will not be applicable in case of legally required disclosures, and
e. you acknowledge and agree that Company may, in the course of its business, be required to disclose
personal data relating to you, after the end of your employment to any group/statutory bodies/authorities as
required under applicable law/requirements.

 
6. Work Schedule

 
a. The Company's normal working hours shall typically comprise of nine (9) hours per day, exclusive of any
applicable break, subject to the limit of daily working hours, as prescribed by the applicable laws. The
Company may require you to work for extended working hours/days including weekends, depending on the
project requirements, business exigencies and/or for conscientious and complete performance of your
duties and responsibilities towards the Company, subject to the limit of working hours as prescribed by the
applicable laws. Any changes made to the Company's working hours shall be notified to you.
b. The Company may, at its discretion, vary the normal working hours or days for any employee or class of
employees or for all the employees based on project requirements, Company policies and prevailing laws,
as may be applicable from time to time/in consonance with any applicable laws for the time being in force.
Any changes to be made to the above work timings or days shall be made by the Company at its sole
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discretion and notified to you in advance.
c. The Company may also require you to work on a shift basis. The shifts may be scheduled across 24
hours a day, 7 days a week and 365 days a year. The shift timings may change from time to time as per
any Company policy and which will be notified to you in advance.
d. Your office timings shall be monitored by the Company through appropriate systems & processes, as
updated from time to time and you shall ensure compliance to the processes and policies at all times.

 
7. Background Check

 
Your employment with Cognizant is conditional and subject to satisfactory background and reference
check in line with the Company's policy. An independent agency may conduct internal and external
background checks, for which you provide your consent. The Company's offer of employment and/or
continued employment is subject to satisfactory background verification report. 

 
The Company shall be entitled to withdraw its employment offer if the background verification checks
reveal unfavorable results at any time. Similarly, in case if your background verification report is found to
be unfavorable or unsuccessful after you joining the Company, then the Company reserves the right to
terminate your employment immediately.

 
8. Compliance with Company Policies

 
As a condition of employment with the Company and as part of your joining formalities, you are required to
comply or execute the following Company agreement and attest your understanding and adherence to
following Company policies:

 
i. IP Assignment Agreement 
ii. The Code of Business Ethics
iii. Acceptable Use Policy and Social Media Policy
iv. Dress Code Policy

 
Additionally, you will also be governed by other applicable Company rules, processes, procedures and
policies as may be drafted, enforced, amended and/or altered from time to time and which are not
specifically mentioned in this Agreement. The applicable rules/ processes/ procedures/ policies are
available on the Company's intranet and you are expected to go through the same carefully as a condition
of your employment. For any clarification in relation to applicable policies, guidelines, processes, please
reach out to your HR Talent Manager. It is your responsibility to keep yourself informed of any and all
changes made by the Company to such policies from time to time. If at any time during your employment
with the Company, you are found in violation of any applicable rules, processes, procedures or policies of
the Company, the Company reserves the right to take disciplinary action against you, including termination
your employment without notice period.

 
9. Non-Compete and Non-Solicit Restrictions

 
During the term of your employment with Cognizant and until two (2) years after the termination of such
employment, you will not directly or indirectly, either as an individual on your own account or as a partner,
employee, consultant, advisor, agent, contractor, director, trustee, committee member, office bearer, or
shareholder (or in a similar capacity or function), (a) solicit, attempt to solicit, contact or otherwise
encourage any employee to leave the Company's employment, (b) solicit business from competitor(s) or
client(s) of the Company or (c) be employed or engaged with any competitor(s), or (d) be employed or
engaged with any client(s) of the Company with whom you have interacted or worked in a professional
capacity representing the Company during the six (6) months preceding the date of termination of your
employment.

 
10. Representations and Warranties 

 
By signing below,

 
a. you warrant that your employment with the Company does not and will not violate or otherwise conflict
with any agreement (oral or otherwise) to which you are or have been a party and that you possess all the
requisite permits, work visas and clearances to be able to lawfully and rightfully employed in India with the
Company under the terms of this Agreement;
b. you warrant that you have satisfactorily completed all of your obligations under any employment contract
or other contract or agreement with any company(ies), person(s) or entity(ies) that previously employed or
contracted with you and that any previous employment contract and/or relationships have terminated
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and/or expired prior to the effective start date of your employment at the Company and you have all the
requisite power and authority, and do not require the consent of any third party to be employed with the
Company;
c. you represent and warrant that you shall not bring into Company premises or systems (or use in any
manner) any third-party documents (regardless of media) or materials (including but not limited to
proprietary information or trade secrets), or any such documents or materials of your previous employer,
without written permissions/approvals from such previous employer or third parties; and
d. you represent that unless authorized by the Company in writing, you shall not sign any contract or
agreement that binds the Company or creates any obligation (financial or otherwise) upon the Company.

 
11. Indemnity

 
You agree to indemnify and hold harmless the Company and its affiliates from and against any and all
direct or indirect losses or damages, injury or liability for a claim of damage, loss or injury to person or
property, suffered or sustained by Company and its affiliates which is attributable to you, resulting from any
of your act or omission irrespective of whether it constitutes a breach of the terms of your employment or
negligent performance of your duties as expected from you while in employment of the Company.

 
12. Business Engagement, Learning and Development and Project Deployment

 
In order to ensure that you are fully equipped to adapt to the demanding needs of our clients, the Company
has several policies and processes relating to deployment of employees to projects, Career Architecture
program, performance evaluation, learning and development/trainings and avenues of up-skilling. As a
condition of your employment with the Company, you are responsible for upskilling yourself to make
yourself eligible for appropriate business/client projects, thereby promoting the spirit of meritocracy and
career development with the goal of providing world-class services to our clients. Therefore, you shall
adhere to and meet the obligations under all such policies and processes, including the Associate
Deployment Pool Policy and those that may be changed by the Company from time to time.

 
13. Unauthorized Absence

 
If you are absent from work for a continuous period of 3 days or as prescribed by applicable laws, without
the prior written consent from your approving authority, it will be construed that you have voluntarily
abandoned your employment with the Company. The Company shall be entitled to take appropriate
disciplinary action(s) against you as per the Company's Job Abandonment Policy.

 
14. Retirement

 
You will automatically retire from employment with the Company on the last day of the month in which you
attain the age of fifty-eight (58) years. It is hereby clarified that the Company reserves its right to change
the retirement age at its sole discretion.

 
15. Termination of Employment

 
a. The Company may terminate your employment at any time with or without assigning any reasons by
providing 90 days' advance notice to you by paying you pro rata salary in lieu of any notice or balance
notice period. You may resign or terminate your employment with the Company by providing 90 days'
advance notice to the Company. When you serve notice to resign from the employment of the Company,
the Company may at its sole discretion, allow you to pay salary in lieu for the notice period; and/or adjust
the vacation accumulated towards part of the notice period. 
b. Notwithstanding the aforesaid or anything else to the contrary, the Company may, at its sole discretion,
suspend, lay off, dismiss, discharge and/or terminate your employment with immediate effect by a notice in
writing (without any notice period or salary in lieu of any notice period) in the event of your: 

• Misconduct, as provided in Misconduct and Disciplinary Action Policy

• Non-adherence to Associate Deployment Pool Policy

• Violation of Social Media Policy or Conflict of Interest Policy

• Breach of integrity, or embezzlement, or misappropriation or misuse or causing damage to the Company'

s asset/property or reputation 

• Insubordination or failure to comply with the directions given to you by persons so authorized 

• Insolvency or conviction for any offence involving moral turpitude 

• Breach of any terms or conditions of the Agreement and/or Company's policies or other documents or

directions of the Company 

• Violation of non-disparagement obligations
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• Conduct, which is regarded by the Company as prejudicial to its own interests or to the interests of its

client.

 
16. Deputation, Assignment and Transfer

 
The Company may second, depute or assign you to work with any of its affiliates or transfer your services
to any group company worldwide. On any such secondment, deputation, assignment or transfer of your
employment, the Company and/or affiliate may require you to sign the applicable Overseas Deputation /
International Employment Agreement(s) of the specific country, based on the policies of the Company. 

 
17. Survival

 
Clauses 5, 6, 10 and 12 and any other clauses, which by their nature are expected to survive, shall all
survive the termination of your employment (for any reason) and shall continue to apply to you even after
cessation of your employment with the Company.

 
18. Dispute Resolution and Governing law

 
The Parties shall make best efforts to settle by mutual conciliation any claim, dispute or controversy
("Dispute") arising out of, or in relation to, this Agreement, including any Dispute with respect to the
existence or validity hereof, the interpretation hereof, or the breach hereof. This Agreement and your
employment with the Company shall be governed and interpreted in accordance to the laws of India and
the courts in Chennai only shall have exclusive jurisdiction over any Dispute. Notwithstanding the
aforesaid, the Company shall be entitled, in addition to all other remedies, to any interim relief including but
not limited to an injunction, whether interlocutory or preliminary, restraining any breach of the provisions of
this Agreement.

 
19. General

 
This Agreement and your employment is personal to you and you cannot assign, subcontract or transfer
your rights or obligations hereunder to any other person or entity. No delay or failure by Company to
exercise any of its powers, rights or remedies under this Agreement or otherwise will operate as a waiver
of such powers, rights or remedies. If any provision of this Agreement is held by any competent authority to
be invalid or unenforceable, the validity of the other remaining provisions of the Agreement shall not be
affected. You shall not make any announcement concerning Company, its affiliates and their employees,
contractors or clients without Company's prior written consent and you shall not use or disclose the name,
trademark, domain name, service mark, logo or any other intellectual property of Company and its affiliates
and their employees, contractors or clients.

 
This Agreement, together with the agreements and policies of the Company, Employment Offer Letter (and
any attachments thereto, are the exclusive and entire agreement between the Parties relating to its subject
matter, and supersedes all prior and contemporaneous discussions, agreements, negotiations,
representations, and proposals relating to the subject matter hereof.

 
You shall be required to treat the terms of this Agreement as strictly confidential. The Company reserves
the sole right to change any terms or conditions provided in this Agreement based on applicable laws or
business exigencies.

 
IN WITNESS WHEREOF, the Parties hereto have duly executed this Agreement as of the day and year
first above written.

 
Cognizant Technology Solutions India Private Limited    Ranjana U

 
 
Sign: __________________                                                   Sign: _________________

 
Name:                                                                                      Name:
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11-Jun-2021

  
Dear Swetha M S,
B.Sc., Maths
Anna Adarsh College For Women_Chennai

 
Candidate ID – 16697707

  
Thank you for exploring career opportunities with Cognizant Technology Solutions India Private
Limited ("Cognizant").You have successfully cleared our initial selection process and we are pleased to
make you an offer of employment. This offer is based on your profile and performance in the selection
process.

 
You have been selected for the position of Programmer Trainee

 
During your probation period of 12 months, which includes your training program, you will be entitled to an
Annual Total Remuneration (ATR) of INR 251,999/-. This includes an annual target incentive of INR 12,000
/- as well as Cognizant's contribution of INR 19,500/- towards benefits such as Medical, Accident and Life
Insurance. The incentive amount may vary, depending on Cognizant's performance and your performance.
The other details about your compensation are detailed in Compensation and Benefits. Your
compensation is highly confidential and if the need arises, you may discuss it only with your Manager.

 
On successful completion of the probation period, clearing the required training assessments and subject
to you being part of a delivery project, your Annual Total Remuneration (ATR) would stand revised to INR
Rs.284,111/-. This includes an annual target incentive of INR 12,000/- as well as Cognizant's contribution
towards benefits such as Medical, Accident and Life Insurance, as applicable.

 
Your appointment will be governed by the terms and conditions of employment as presented in
Employment Agreement. You will also be governed by the other rules, regulations and practices in vogue
and those that may change from time to time.

 
This offer of employment is subject to your fulfillment of other pre-requirements as detailed in this letter and
other communications shared with you.

 
Please note:

 
1. This appointment is subject to satisfactory professional reference checks and you securing a minimum
of 60% aggregate (all subjects taken into consideration) with no standing arrears in your Graduation/Post-
Graduation.

 
This offer from Cognizant is valid for 3 months and hence you are expected to accept or decline the offer
through the company's online portal within this time-period. In case we do not receive any response from
you within this time-period, this Offer shall stand withdrawn and will be considered as void. Any extension
to the offer validity will be at the sole discretion of Cognizant

 
2. Prior to commencing employment with Cognizant you must provide Cognizant with evidence of your
right to work in India and other such documents as Cognizant may request.

 
3. Prior to joining Cognizant, you must successfully complete the prescribed Internship or  Continuous Skill
Development (CSD) program  as detailed below:

 
At Cognizant, we invest in skill and capability development of our campus selects even before they join us.
This is through Cognizant Internship and Continuous Skill Development (CSD) program. These programs
focuses primarily on technical skills development. You could enroll in either of these as per your college
processes while in the final semester and continue with skill building until you join Cognizant. This forms a
critical part of your employment with Cognizant. Your onboarding with Cognizant would be prioritized
based on the successful completion of same. In event of non-completion of the Internship or Continuous
Skill Development program, Cognizant may at its sole discretion revoke this offer of employment.
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3.1 Cognizant Internship:

 
a) Cognizant Internship is for approximately 3 to 6 months based on business skilling requirements. The
performance during Internship would be monitored through formal evaluations and rewarded with monthly
stipend. The stipend details would be notified upon your registration for Internship.

 
b) Interns are covered under Cognizant's calendar holidays and need to adhere with attendance
requirements and pre-approvals are to be sought towards unavoidable leave or break requests from the
program.

 
3.2 Continuous Skill Development (CSD) Program:

 
a) CSD program is offered through a platform based engagement model combined with integrated skill
assessment and certifications as the CSD program completion criteria. Upon meeting the completion
criteria of the CSD program, enrolled candidates would be eligible for a one-time Cognizant CSD rewards
post joining Cognizant. The Cognizant CSD reward details would be provided after your enrollment into the
program.

 
b) There would be zero tolerance to malpractices and misconduct during Internship and CSD engagement.
Any such misconduct would lead to appropriate disciplinary action including the revocation of this
employment offer. Cognizant reserves clauses regarding IT infrastructure, if applicable and access to
information and material of Cognizant during the period and could modify or amend the Cognizant
Internship and CSD program terms and conditions from time to time.

 
3.3 GenC Training Post joining:

 
a) Cognizant continues to invest in skill building of the entry-level talent and GenC training is a formal on-
the-job training offered to trainees based on the business specific skilling needs. The terms and conditions
of this training will be governed by Cognizant GenC program guidelines.

 
b) The Cognizant Internship or the Continuous Skill Development (CSD) completion may qualify as the
entry criteria to the GenC training and is used as basis towards your allocation to projects/roles.

 
We look forward to you joining us. Should you have any further questions or clarifications, please log into
https://campus2Cognizant.cognizant.com

 
Yours sincerely,
For Cognizant Technology Solutions India Pvt. Ltd.

Maya Sreekumar

Vice President – Human Resources

 
I have read the offer, understood and accept the above mentioned terms and conditions.

 
Signature:                                                                            Date:
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                                                 Compensation and Benefits

Name: Swetha M S Designation: Programmer Trainee

Sl. No. Description Monthly Yearly

1 Basic 6500 78,000

2 HRA* 2600 31,200

3 Company's contribution of PF # 1475.892857 17,711

4 Advance Statutory Bonus*** 2000 24,000

5 Special Allowance* 5330 63,960

6
Company's Contribution of ESI @ 3.25% of Monthly Gross 
minus statutory exclusions

469 5,628

Annual Gross Compensation 220,499

Incentive Indication (per annum)** 12,000

Annual Total Compensation 232,499

Company's contribution towards benefits (Medical, Accident
and Life Insurance)

19,500

Annual Total Remuneration 251,999

 
As an associate you are also entitled to the following additional benefits:

  
• Floating Medical Insurance Coverage 

• Round the Clock Group Personal Accident Insurance coverage 

• Group Term Life Insurance

• Employees' Compensation Insurance benefit as per the Employees' Compensation Act, 2010

• Gratuity, on separation after 4 years and 240 calendar days of continuous service, payable as per

Payment of Gratuity Act
  
Leave & Vacation:

 
• From the Date of your Joining, you will be entitled with the below mentioned leaves as per your eligibility

in line with the statutory requirements. You shall be entitled to avail the leaves only with prior approval from
your Manager
  

SI No Category of Leave No. of leave days

1 Earned Leave 18

2 Sick Leave 12

3 Casual Leave 6

  

• From date of joining, women associates will be entitled to maternity leave based on eligibility as specified

in the Maternity Benefit Act

• In addition to the above, as per Cognizant policy, you are eligible for child adoption leave and paternity

leave by adhering to the conditions as specified in the Cognizant India Leave policy
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Provident Fund Wages:
  

• For the purpose of computing PF Wages to Provident Fund, Pension Fund & EDLI Scheme, PF Wages

shall be Monthly Gross Salary as per Annexure A of this letter excluding "Advance Statutory Bonus" &
"House Rent Allowance" will be considered. This does not include payments made through "Special
Payout". 

• Determination of PF Wages for the purpose of contribution: PF contribution shall be payable on the

earned PF wages or PF wages as per this letter, whichever is lesser

 
Employees State Insurance:

 
• Eligibility to ESI shall be decided by deducting the Advanced Statutory Bonus, Employer PF & ESI

contribution from the monthly Gross Compensation (AGC/12) as per Annexure A of this letter.

• Monthly ESI contribution will be computed on total remuneration paid to an Associate in a particular

month which includes any recurring (or) adhoc special payouts during the month.

• ESI shall be continued till end of the contribution period (Apr to Sep & Oct to Mar), if the Associate

contributes even for one month in the said contribution period.

 
* Flexible Benefit Plan: Your compensation has been structured to ensure that you are adequately
empowered to apportion components of your salary in a manner that suits you the best. This plan will
enable you to
1. Choose from a bouquet of allowance or benefits
2. Redefine your salary structure within prescribed guidelines
3. Optimize your earnings

 
** Incentive Indication: Incentive amount may be higher, lower, or nil as per the terms described herein. 
The incentive program is discretionary, subject to change, and based on individual and company
performance.  It is prorated to the duration spent with Cognizant India for the calendar year and will be paid
to you only if you are active on Cognizant's payroll on the day of incentive payout.

 
*** Advance Statutory Bonus is in line with the provisions of Payment of Bonus Act, 1965.

 
Note: Any statutory revision of Provident Fund/ESI Contribution or any other similar statutory benefits will
result in a change in the Net take home salary and the Annual Gross Compensation will remain the same.
Cognizant has made this offer in good faith after expending significant time and resources in the hiring
process. We hope you will join us, but appreciate your right to pursue another path. Your formal
commitment to joining us forms the basis of further planning and client communication at Cognizant. If you
renege on the commitment and decide not to join us after signing the offer letter, Cognizant reserves the
right to not consider you for future career opportunities in the company. We look forward to welcoming you
to Cognizant.
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Employment Agreement – Cognizant Technology Solutions India Private Limited

 
 
This Employment Agreement ("Agreement") is made effective as of ______________________between:

 
Cognizant Technology Solutions India Private Limited, a company incorporated under the Companies Act,
1956 with its registered office at 5/535, Okkiam Thoraipakkam, Old Mahabalipuram Road, Chennai -
600096, Tamil Nadu, India; (hereinafter referred to as "Company" or "Cognizant" which expression shall
unless repugnant to the context or meaning thereof, be deemed to mean and include its successors and
assigns) of the ONE PART;
AND

 
Swetha M S, 21, residing at ____________________________________ (hereinafter referred to as "you",
"your" or "yourself", which expression shall unless repugnant to the context or meaning thereof, be deemed
to mean and include his/her heirs, executors and administrators) of the OTHER PART.
The Company and you are, wherever the context so requires, hereinafter collectively referred to as the
"Parties" and individually as "Party".

 
RECITAL:

 
WHEREAS, you desire to be employed by the Company and the Company has made an employment offer
("Employment Offer Letter") to you and in pursuance thereof desires to employ you on the terms and
conditions set forth below.

 
NOW, THEREFORE, in consideration of the mutual promises, covenants and conditions set forth herein,
the Parties hereto mutually agree to the below mentioned terms and conditions governing your
employment with Cognizant:

 
1. Duties and Responsibilities

 
a. You agree that at all times during your employment with Cognizant, you will faithfully, industriously, and
to the best of your skill, ability, experience and talent, perform any and all of the duties required of your
position. In carrying out these duties and responsibilities, you shall comply with all policies, procedures,
rules and regulations, both written and oral, as are announced or implemented by the Company from time
to time, and shall honour and comply with all rules and statutory requirements under applicable law as
amended from time to time, in letter and spirit.
b. Your unprofessional behavior or misconduct in violation of Cognizant's Code of Business Ethics and/or
other organizational policies shall entitle the Company to take appropriate disciplinary action(s) including
termination of your employment.
c. You shall, at all times, maintain satisfactory performance and upskill yourself in accordance with the
business requirements of the Company. Unsatisfactory or poor performance shall entitle Company to take
appropriate disciplinary action(s) including termination of your employment.

 
2. Place of Employment

 
You will be employed at any one of Cognizant's offices as per business requirement. The Company
reserves the right to transfer you on a temporary or permanent basis to the other office locations, functions
or departments within the Company and/or other affiliated entities and assign such other duties as may be
deemed fit in the interest of the Company. The Company also reserves the right to require you to work
remotely from time to time as per business needs or government mandate.

 
3. No Alternate Employment, No Conflict, Etc.

 
During your employment with the Company, you shall not, without the Company's prior written consent,
directly or indirectly employ or engage with any other person, business or entity, whether or not for any
gain or profit, irrespective of whether it is during or outside your hours of work in the Company.
Additionally, you are not allowed to undertake any other gainful employment, engagement, business,
assume any public office or private office, honorary or remunerative position, without prior written
permission of the Company. During your employment with the Company, you shall not directly or indirectly
engage in any conduct in conflict with or averse to the best interests of the Company, as determined by the
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Company at its sole discretion. In addition, you shall not disclose, divulge or bring on to Cognizant's
systems or offices, your prior employer's and/or their clients' proprietary or confidential information, or
violate any agreement or obligations that you have with them. 

 
4. Confidentiality 

 
a. During the course of your employment with the Company, you shall have access to information and/or
documents of the Company, its affiliates, its clients or certain third parties' (with which the Company has
any dealings), which information and/or documents are private, business sensitive, confidential and/or
proprietary (together, the "Confidential Information"). You are obliged to keep the Confidential Information
as secret and must not, without prior and specific written permission from the Company, disclose any such
information, received from whatever source and however you may learn it, to any person or third party.
b. Any breach of your confidentiality obligations as specified above may be a cause for termination of your
employment with the Company, besides the Company's entitlement to initiate legal action against you for
such breach. The obligations imposed upon you under this clause 5 will survive even after cessation of
your employment with the Company. 
c. You shall not take copies of any Confidential Information for your own purposes without prior permission
of the Company and forthwith upon termination of your employment with the Company, you shall return to
the Company all such copies of Confidential Information including but not limited to documents, records
and accounts in any form (including electronic, mechanical, photographic & optical recording) relating to
matters concerning the business or dealings or affairs of the Company. 
d. You shall not, during your employment with the Company and at all times thereafter, do or say anything
that may cause direct or indirect damage to the business of the Company, its affiliates or their clients. 
e. You shall be governed by Cognizant's Social Media Policy and shall, at all times, refrain from posting
potentially malicious, libelous, obscene, political, anti-social, abusive, and threatening messages or
disparaging clients, associates, competitors, or suppliers or any third parties. 
f. You will not make any false, defamatory or disparaging statements about Cognizant, its clients, or any
other employees or directors, irrespective of whether any such statements are likely to cause damage to
any such entity or person.
g. The Company reserves the right to require you to sign confidentiality and non-disclosure agreements
with any clients on whose project you are being assigned on behalf of the Company.

 
5. Data Protection

 
By signing below,

 
a. you hereby provide your consent to Cognizant, its affiliates and their clients for the holding and
processing of your personal data for all purposes of the administration and management of your
employment and/or the Company's business,
b. you hereby provide your consent to your personal data including any sensitive personal data or
information being collected and the same being transferred, stored and/or processed by Cognizant in India
and any other countries where Cognizant, its affiliates and their clients have offices,
c. you agree that Cognizant and its affiliates may make such data available to its advisors, service
providers, other agencies such as pension providers, medical, insurance providers, payroll administrators,
background verification agencies and regulatory authorities,
d. you have the right to amend, modify or alter your personal information. The Company will exercise all
reasonable diligence for safeguarding your personal information, as has been disclosed by you. It is
clarified that the obligation will not be applicable in case of legally required disclosures, and
e. you acknowledge and agree that Company may, in the course of its business, be required to disclose
personal data relating to you, after the end of your employment to any group/statutory bodies/authorities as
required under applicable law/requirements.

 
6. Work Schedule

 
a. The Company's normal working hours shall typically comprise of nine (9) hours per day, exclusive of any
applicable break, subject to the limit of daily working hours, as prescribed by the applicable laws. The
Company may require you to work for extended working hours/days including weekends, depending on the
project requirements, business exigencies and/or for conscientious and complete performance of your
duties and responsibilities towards the Company, subject to the limit of working hours as prescribed by the
applicable laws. Any changes made to the Company's working hours shall be notified to you.
b. The Company may, at its discretion, vary the normal working hours or days for any employee or class of
employees or for all the employees based on project requirements, Company policies and prevailing laws,
as may be applicable from time to time/in consonance with any applicable laws for the time being in force.
Any changes to be made to the above work timings or days shall be made by the Company at its sole
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discretion and notified to you in advance.
c. The Company may also require you to work on a shift basis. The shifts may be scheduled across 24
hours a day, 7 days a week and 365 days a year. The shift timings may change from time to time as per
any Company policy and which will be notified to you in advance.
d. Your office timings shall be monitored by the Company through appropriate systems & processes, as
updated from time to time and you shall ensure compliance to the processes and policies at all times.

 
7. Background Check

 
Your employment with Cognizant is conditional and subject to satisfactory background and reference
check in line with the Company's policy. An independent agency may conduct internal and external
background checks, for which you provide your consent. The Company's offer of employment and/or
continued employment is subject to satisfactory background verification report. 

 
The Company shall be entitled to withdraw its employment offer if the background verification checks
reveal unfavorable results at any time. Similarly, in case if your background verification report is found to
be unfavorable or unsuccessful after you joining the Company, then the Company reserves the right to
terminate your employment immediately.

 
8. Compliance with Company Policies

 
As a condition of employment with the Company and as part of your joining formalities, you are required to
comply or execute the following Company agreement and attest your understanding and adherence to
following Company policies:

 
i. IP Assignment Agreement 
ii. The Code of Business Ethics
iii. Acceptable Use Policy and Social Media Policy
iv. Dress Code Policy

 
Additionally, you will also be governed by other applicable Company rules, processes, procedures and
policies as may be drafted, enforced, amended and/or altered from time to time and which are not
specifically mentioned in this Agreement. The applicable rules/ processes/ procedures/ policies are
available on the Company's intranet and you are expected to go through the same carefully as a condition
of your employment. For any clarification in relation to applicable policies, guidelines, processes, please
reach out to your HR Talent Manager. It is your responsibility to keep yourself informed of any and all
changes made by the Company to such policies from time to time. If at any time during your employment
with the Company, you are found in violation of any applicable rules, processes, procedures or policies of
the Company, the Company reserves the right to take disciplinary action against you, including termination
your employment without notice period.

 
9. Non-Compete and Non-Solicit Restrictions

 
During the term of your employment with Cognizant and until two (2) years after the termination of such
employment, you will not directly or indirectly, either as an individual on your own account or as a partner,
employee, consultant, advisor, agent, contractor, director, trustee, committee member, office bearer, or
shareholder (or in a similar capacity or function), (a) solicit, attempt to solicit, contact or otherwise
encourage any employee to leave the Company's employment, (b) solicit business from competitor(s) or
client(s) of the Company or (c) be employed or engaged with any competitor(s), or (d) be employed or
engaged with any client(s) of the Company with whom you have interacted or worked in a professional
capacity representing the Company during the six (6) months preceding the date of termination of your
employment.

 
10. Representations and Warranties 

 
By signing below,

 
a. you warrant that your employment with the Company does not and will not violate or otherwise conflict
with any agreement (oral or otherwise) to which you are or have been a party and that you possess all the
requisite permits, work visas and clearances to be able to lawfully and rightfully employed in India with the
Company under the terms of this Agreement;
b. you warrant that you have satisfactorily completed all of your obligations under any employment contract
or other contract or agreement with any company(ies), person(s) or entity(ies) that previously employed or
contracted with you and that any previous employment contract and/or relationships have terminated
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and/or expired prior to the effective start date of your employment at the Company and you have all the
requisite power and authority, and do not require the consent of any third party to be employed with the
Company;
c. you represent and warrant that you shall not bring into Company premises or systems (or use in any
manner) any third-party documents (regardless of media) or materials (including but not limited to
proprietary information or trade secrets), or any such documents or materials of your previous employer,
without written permissions/approvals from such previous employer or third parties; and
d. you represent that unless authorized by the Company in writing, you shall not sign any contract or
agreement that binds the Company or creates any obligation (financial or otherwise) upon the Company.

 
11. Indemnity

 
You agree to indemnify and hold harmless the Company and its affiliates from and against any and all
direct or indirect losses or damages, injury or liability for a claim of damage, loss or injury to person or
property, suffered or sustained by Company and its affiliates which is attributable to you, resulting from any
of your act or omission irrespective of whether it constitutes a breach of the terms of your employment or
negligent performance of your duties as expected from you while in employment of the Company.

 
12. Business Engagement, Learning and Development and Project Deployment

 
In order to ensure that you are fully equipped to adapt to the demanding needs of our clients, the Company
has several policies and processes relating to deployment of employees to projects, Career Architecture
program, performance evaluation, learning and development/trainings and avenues of up-skilling. As a
condition of your employment with the Company, you are responsible for upskilling yourself to make
yourself eligible for appropriate business/client projects, thereby promoting the spirit of meritocracy and
career development with the goal of providing world-class services to our clients. Therefore, you shall
adhere to and meet the obligations under all such policies and processes, including the Associate
Deployment Pool Policy and those that may be changed by the Company from time to time.

 
13. Unauthorized Absence

 
If you are absent from work for a continuous period of 3 days or as prescribed by applicable laws, without
the prior written consent from your approving authority, it will be construed that you have voluntarily
abandoned your employment with the Company. The Company shall be entitled to take appropriate
disciplinary action(s) against you as per the Company's Job Abandonment Policy.

 
14. Retirement

 
You will automatically retire from employment with the Company on the last day of the month in which you
attain the age of fifty-eight (58) years. It is hereby clarified that the Company reserves its right to change
the retirement age at its sole discretion.

 
15. Termination of Employment

 
a. The Company may terminate your employment at any time with or without assigning any reasons by
providing 90 days' advance notice to you by paying you pro rata salary in lieu of any notice or balance
notice period. You may resign or terminate your employment with the Company by providing 90 days'
advance notice to the Company. When you serve notice to resign from the employment of the Company,
the Company may at its sole discretion, allow you to pay salary in lieu for the notice period; and/or adjust
the vacation accumulated towards part of the notice period. 
b. Notwithstanding the aforesaid or anything else to the contrary, the Company may, at its sole discretion,
suspend, lay off, dismiss, discharge and/or terminate your employment with immediate effect by a notice in
writing (without any notice period or salary in lieu of any notice period) in the event of your: 

• Misconduct, as provided in Misconduct and Disciplinary Action Policy

• Non-adherence to Associate Deployment Pool Policy

• Violation of Social Media Policy or Conflict of Interest Policy

• Breach of integrity, or embezzlement, or misappropriation or misuse or causing damage to the Company'

s asset/property or reputation 

• Insubordination or failure to comply with the directions given to you by persons so authorized 

• Insolvency or conviction for any offence involving moral turpitude 

• Breach of any terms or conditions of the Agreement and/or Company's policies or other documents or

directions of the Company 

• Violation of non-disparagement obligations
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• Conduct, which is regarded by the Company as prejudicial to its own interests or to the interests of its

client.

 
16. Deputation, Assignment and Transfer

 
The Company may second, depute or assign you to work with any of its affiliates or transfer your services
to any group company worldwide. On any such secondment, deputation, assignment or transfer of your
employment, the Company and/or affiliate may require you to sign the applicable Overseas Deputation /
International Employment Agreement(s) of the specific country, based on the policies of the Company. 

 
17. Survival

 
Clauses 5, 6, 10 and 12 and any other clauses, which by their nature are expected to survive, shall all
survive the termination of your employment (for any reason) and shall continue to apply to you even after
cessation of your employment with the Company.

 
18. Dispute Resolution and Governing law

 
The Parties shall make best efforts to settle by mutual conciliation any claim, dispute or controversy
("Dispute") arising out of, or in relation to, this Agreement, including any Dispute with respect to the
existence or validity hereof, the interpretation hereof, or the breach hereof. This Agreement and your
employment with the Company shall be governed and interpreted in accordance to the laws of India and
the courts in Chennai only shall have exclusive jurisdiction over any Dispute. Notwithstanding the
aforesaid, the Company shall be entitled, in addition to all other remedies, to any interim relief including but
not limited to an injunction, whether interlocutory or preliminary, restraining any breach of the provisions of
this Agreement.

 
19. General

 
This Agreement and your employment is personal to you and you cannot assign, subcontract or transfer
your rights or obligations hereunder to any other person or entity. No delay or failure by Company to
exercise any of its powers, rights or remedies under this Agreement or otherwise will operate as a waiver
of such powers, rights or remedies. If any provision of this Agreement is held by any competent authority to
be invalid or unenforceable, the validity of the other remaining provisions of the Agreement shall not be
affected. You shall not make any announcement concerning Company, its affiliates and their employees,
contractors or clients without Company's prior written consent and you shall not use or disclose the name,
trademark, domain name, service mark, logo or any other intellectual property of Company and its affiliates
and their employees, contractors or clients.

 
This Agreement, together with the agreements and policies of the Company, Employment Offer Letter (and
any attachments thereto, are the exclusive and entire agreement between the Parties relating to its subject
matter, and supersedes all prior and contemporaneous discussions, agreements, negotiations,
representations, and proposals relating to the subject matter hereof.

 
You shall be required to treat the terms of this Agreement as strictly confidential. The Company reserves
the sole right to change any terms or conditions provided in this Agreement based on applicable laws or
business exigencies.

 
IN WITNESS WHEREOF, the Parties hereto have duly executed this Agreement as of the day and year
first above written.

 
Cognizant Technology Solutions India Private Limited    Swetha M S

 
 
Sign: __________________                                                   Sign: _________________

 
Name:                                                                                      Name:
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11-Jun-2021

  
Dear Jeni Angel M,
B.Sc., Maths
Anna Adarsh College For Women_Chennai

 
Candidate ID – 16697708

  
Thank you for exploring career opportunities with Cognizant Technology Solutions India Private
Limited ("Cognizant").You have successfully cleared our initial selection process and we are pleased to
make you an offer of employment. This offer is based on your profile and performance in the selection
process.

 
You have been selected for the position of Programmer Trainee

 
During your probation period of 12 months, which includes your training program, you will be entitled to an
Annual Total Remuneration (ATR) of INR 251,999/-. This includes an annual target incentive of INR 12,000
/- as well as Cognizant's contribution of INR 19,500/- towards benefits such as Medical, Accident and Life
Insurance. The incentive amount may vary, depending on Cognizant's performance and your performance.
The other details about your compensation are detailed in Compensation and Benefits. Your
compensation is highly confidential and if the need arises, you may discuss it only with your Manager.

 
On successful completion of the probation period, clearing the required training assessments and subject
to you being part of a delivery project, your Annual Total Remuneration (ATR) would stand revised to INR
Rs.284,111/-. This includes an annual target incentive of INR 12,000/- as well as Cognizant's contribution
towards benefits such as Medical, Accident and Life Insurance, as applicable.

 
Your appointment will be governed by the terms and conditions of employment as presented in
Employment Agreement. You will also be governed by the other rules, regulations and practices in vogue
and those that may change from time to time.

 
This offer of employment is subject to your fulfillment of other pre-requirements as detailed in this letter and
other communications shared with you.

 
Please note:

 
1. This appointment is subject to satisfactory professional reference checks and you securing a minimum
of 60% aggregate (all subjects taken into consideration) with no standing arrears in your Graduation/Post-
Graduation.

 
This offer from Cognizant is valid for 3 months and hence you are expected to accept or decline the offer
through the company's online portal within this time-period. In case we do not receive any response from
you within this time-period, this Offer shall stand withdrawn and will be considered as void. Any extension
to the offer validity will be at the sole discretion of Cognizant

 
2. Prior to commencing employment with Cognizant you must provide Cognizant with evidence of your
right to work in India and other such documents as Cognizant may request.

 
3. Prior to joining Cognizant, you must successfully complete the prescribed Internship or  Continuous Skill
Development (CSD) program  as detailed below:

 
At Cognizant, we invest in skill and capability development of our campus selects even before they join us.
This is through Cognizant Internship and Continuous Skill Development (CSD) program. These programs
focuses primarily on technical skills development. You could enroll in either of these as per your college
processes while in the final semester and continue with skill building until you join Cognizant. This forms a
critical part of your employment with Cognizant. Your onboarding with Cognizant would be prioritized
based on the successful completion of same. In event of non-completion of the Internship or Continuous
Skill Development program, Cognizant may at its sole discretion revoke this offer of employment.
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3.1 Cognizant Internship:

 
a) Cognizant Internship is for approximately 3 to 6 months based on business skilling requirements. The
performance during Internship would be monitored through formal evaluations and rewarded with monthly
stipend. The stipend details would be notified upon your registration for Internship.

 
b) Interns are covered under Cognizant's calendar holidays and need to adhere with attendance
requirements and pre-approvals are to be sought towards unavoidable leave or break requests from the
program.

 
3.2 Continuous Skill Development (CSD) Program:

 
a) CSD program is offered through a platform based engagement model combined with integrated skill
assessment and certifications as the CSD program completion criteria. Upon meeting the completion
criteria of the CSD program, enrolled candidates would be eligible for a one-time Cognizant CSD rewards
post joining Cognizant. The Cognizant CSD reward details would be provided after your enrollment into the
program.

 
b) There would be zero tolerance to malpractices and misconduct during Internship and CSD engagement.
Any such misconduct would lead to appropriate disciplinary action including the revocation of this
employment offer. Cognizant reserves clauses regarding IT infrastructure, if applicable and access to
information and material of Cognizant during the period and could modify or amend the Cognizant
Internship and CSD program terms and conditions from time to time.

 
3.3 GenC Training Post joining:

 
a) Cognizant continues to invest in skill building of the entry-level talent and GenC training is a formal on-
the-job training offered to trainees based on the business specific skilling needs. The terms and conditions
of this training will be governed by Cognizant GenC program guidelines.

 
b) The Cognizant Internship or the Continuous Skill Development (CSD) completion may qualify as the
entry criteria to the GenC training and is used as basis towards your allocation to projects/roles.

 
We look forward to you joining us. Should you have any further questions or clarifications, please log into
https://campus2Cognizant.cognizant.com

 
Yours sincerely,
For Cognizant Technology Solutions India Pvt. Ltd.

Maya Sreekumar

Vice President – Human Resources

 
I have read the offer, understood and accept the above mentioned terms and conditions.

 
Signature:                                                                            Date:
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                                                 Compensation and Benefits

Name: Jeni Angel M Designation: Programmer Trainee

Sl. No. Description Monthly Yearly

1 Basic 6500 78,000

2 HRA* 2600 31,200

3 Company's contribution of PF # 1475.892857 17,711

4 Advance Statutory Bonus*** 2000 24,000

5 Special Allowance* 5330 63,960

6
Company's Contribution of ESI @ 3.25% of Monthly Gross 
minus statutory exclusions

469 5,628

Annual Gross Compensation 220,499

Incentive Indication (per annum)** 12,000

Annual Total Compensation 232,499

Company's contribution towards benefits (Medical, Accident
and Life Insurance)

19,500

Annual Total Remuneration 251,999

 
As an associate you are also entitled to the following additional benefits:

  
• Floating Medical Insurance Coverage 

• Round the Clock Group Personal Accident Insurance coverage 

• Group Term Life Insurance

• Employees' Compensation Insurance benefit as per the Employees' Compensation Act, 2010

• Gratuity, on separation after 4 years and 240 calendar days of continuous service, payable as per

Payment of Gratuity Act
  
Leave & Vacation:

 
• From the Date of your Joining, you will be entitled with the below mentioned leaves as per your eligibility

in line with the statutory requirements. You shall be entitled to avail the leaves only with prior approval from
your Manager
  

SI No Category of Leave No. of leave days

1 Earned Leave 18

2 Sick Leave 12

3 Casual Leave 6

  

• From date of joining, women associates will be entitled to maternity leave based on eligibility as specified

in the Maternity Benefit Act

• In addition to the above, as per Cognizant policy, you are eligible for child adoption leave and paternity

leave by adhering to the conditions as specified in the Cognizant India Leave policy
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Provident Fund Wages:
  

• For the purpose of computing PF Wages to Provident Fund, Pension Fund & EDLI Scheme, PF Wages

shall be Monthly Gross Salary as per Annexure A of this letter excluding "Advance Statutory Bonus" &
"House Rent Allowance" will be considered. This does not include payments made through "Special
Payout". 

• Determination of PF Wages for the purpose of contribution: PF contribution shall be payable on the

earned PF wages or PF wages as per this letter, whichever is lesser

 
Employees State Insurance:

 
• Eligibility to ESI shall be decided by deducting the Advanced Statutory Bonus, Employer PF & ESI

contribution from the monthly Gross Compensation (AGC/12) as per Annexure A of this letter.

• Monthly ESI contribution will be computed on total remuneration paid to an Associate in a particular

month which includes any recurring (or) adhoc special payouts during the month.

• ESI shall be continued till end of the contribution period (Apr to Sep & Oct to Mar), if the Associate

contributes even for one month in the said contribution period.

 
* Flexible Benefit Plan: Your compensation has been structured to ensure that you are adequately
empowered to apportion components of your salary in a manner that suits you the best. This plan will
enable you to
1. Choose from a bouquet of allowance or benefits
2. Redefine your salary structure within prescribed guidelines
3. Optimize your earnings

 
** Incentive Indication: Incentive amount may be higher, lower, or nil as per the terms described herein. 
The incentive program is discretionary, subject to change, and based on individual and company
performance.  It is prorated to the duration spent with Cognizant India for the calendar year and will be paid
to you only if you are active on Cognizant's payroll on the day of incentive payout.

 
*** Advance Statutory Bonus is in line with the provisions of Payment of Bonus Act, 1965.

 
Note: Any statutory revision of Provident Fund/ESI Contribution or any other similar statutory benefits will
result in a change in the Net take home salary and the Annual Gross Compensation will remain the same.
Cognizant has made this offer in good faith after expending significant time and resources in the hiring
process. We hope you will join us, but appreciate your right to pursue another path. Your formal
commitment to joining us forms the basis of further planning and client communication at Cognizant. If you
renege on the commitment and decide not to join us after signing the offer letter, Cognizant reserves the
right to not consider you for future career opportunities in the company. We look forward to welcoming you
to Cognizant.

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Rl'qd. Office: 115/535, Old Mahabalipuram Road, Okkiam Thoraipakkam, Chennai - 600 097

 
 
 

Employment Agreement – Cognizant Technology Solutions India Private Limited

 
 
This Employment Agreement ("Agreement") is made effective as of ______________________between:

 
Cognizant Technology Solutions India Private Limited, a company incorporated under the Companies Act,
1956 with its registered office at 5/535, Okkiam Thoraipakkam, Old Mahabalipuram Road, Chennai -
600096, Tamil Nadu, India; (hereinafter referred to as "Company" or "Cognizant" which expression shall
unless repugnant to the context or meaning thereof, be deemed to mean and include its successors and
assigns) of the ONE PART;
AND

 
Jeni Angel M, 20, residing at ____________________________________ (hereinafter referred to as "
you", "your" or "yourself", which expression shall unless repugnant to the context or meaning thereof, be
deemed to mean and include his/her heirs, executors and administrators) of the OTHER PART.
The Company and you are, wherever the context so requires, hereinafter collectively referred to as the
"Parties" and individually as "Party".

 
RECITAL:

 
WHEREAS, you desire to be employed by the Company and the Company has made an employment offer
("Employment Offer Letter") to you and in pursuance thereof desires to employ you on the terms and
conditions set forth below.

 
NOW, THEREFORE, in consideration of the mutual promises, covenants and conditions set forth herein,
the Parties hereto mutually agree to the below mentioned terms and conditions governing your
employment with Cognizant:

 
1. Duties and Responsibilities

 
a. You agree that at all times during your employment with Cognizant, you will faithfully, industriously, and
to the best of your skill, ability, experience and talent, perform any and all of the duties required of your
position. In carrying out these duties and responsibilities, you shall comply with all policies, procedures,
rules and regulations, both written and oral, as are announced or implemented by the Company from time
to time, and shall honour and comply with all rules and statutory requirements under applicable law as
amended from time to time, in letter and spirit.
b. Your unprofessional behavior or misconduct in violation of Cognizant's Code of Business Ethics and/or
other organizational policies shall entitle the Company to take appropriate disciplinary action(s) including
termination of your employment.
c. You shall, at all times, maintain satisfactory performance and upskill yourself in accordance with the
business requirements of the Company. Unsatisfactory or poor performance shall entitle Company to take
appropriate disciplinary action(s) including termination of your employment.

 
2. Place of Employment

 
You will be employed at any one of Cognizant's offices as per business requirement. The Company
reserves the right to transfer you on a temporary or permanent basis to the other office locations, functions
or departments within the Company and/or other affiliated entities and assign such other duties as may be
deemed fit in the interest of the Company. The Company also reserves the right to require you to work
remotely from time to time as per business needs or government mandate.

 
3. No Alternate Employment, No Conflict, Etc.

 
During your employment with the Company, you shall not, without the Company's prior written consent,
directly or indirectly employ or engage with any other person, business or entity, whether or not for any
gain or profit, irrespective of whether it is during or outside your hours of work in the Company.
Additionally, you are not allowed to undertake any other gainful employment, engagement, business,
assume any public office or private office, honorary or remunerative position, without prior written
permission of the Company. During your employment with the Company, you shall not directly or indirectly
engage in any conduct in conflict with or averse to the best interests of the Company, as determined by the
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Company at its sole discretion. In addition, you shall not disclose, divulge or bring on to Cognizant's
systems or offices, your prior employer's and/or their clients' proprietary or confidential information, or
violate any agreement or obligations that you have with them. 

 
4. Confidentiality 

 
a. During the course of your employment with the Company, you shall have access to information and/or
documents of the Company, its affiliates, its clients or certain third parties' (with which the Company has
any dealings), which information and/or documents are private, business sensitive, confidential and/or
proprietary (together, the "Confidential Information"). You are obliged to keep the Confidential Information
as secret and must not, without prior and specific written permission from the Company, disclose any such
information, received from whatever source and however you may learn it, to any person or third party.
b. Any breach of your confidentiality obligations as specified above may be a cause for termination of your
employment with the Company, besides the Company's entitlement to initiate legal action against you for
such breach. The obligations imposed upon you under this clause 5 will survive even after cessation of
your employment with the Company. 
c. You shall not take copies of any Confidential Information for your own purposes without prior permission
of the Company and forthwith upon termination of your employment with the Company, you shall return to
the Company all such copies of Confidential Information including but not limited to documents, records
and accounts in any form (including electronic, mechanical, photographic & optical recording) relating to
matters concerning the business or dealings or affairs of the Company. 
d. You shall not, during your employment with the Company and at all times thereafter, do or say anything
that may cause direct or indirect damage to the business of the Company, its affiliates or their clients. 
e. You shall be governed by Cognizant's Social Media Policy and shall, at all times, refrain from posting
potentially malicious, libelous, obscene, political, anti-social, abusive, and threatening messages or
disparaging clients, associates, competitors, or suppliers or any third parties. 
f. You will not make any false, defamatory or disparaging statements about Cognizant, its clients, or any
other employees or directors, irrespective of whether any such statements are likely to cause damage to
any such entity or person.
g. The Company reserves the right to require you to sign confidentiality and non-disclosure agreements
with any clients on whose project you are being assigned on behalf of the Company.

 
5. Data Protection

 
By signing below,

 
a. you hereby provide your consent to Cognizant, its affiliates and their clients for the holding and
processing of your personal data for all purposes of the administration and management of your
employment and/or the Company's business,
b. you hereby provide your consent to your personal data including any sensitive personal data or
information being collected and the same being transferred, stored and/or processed by Cognizant in India
and any other countries where Cognizant, its affiliates and their clients have offices,
c. you agree that Cognizant and its affiliates may make such data available to its advisors, service
providers, other agencies such as pension providers, medical, insurance providers, payroll administrators,
background verification agencies and regulatory authorities,
d. you have the right to amend, modify or alter your personal information. The Company will exercise all
reasonable diligence for safeguarding your personal information, as has been disclosed by you. It is
clarified that the obligation will not be applicable in case of legally required disclosures, and
e. you acknowledge and agree that Company may, in the course of its business, be required to disclose
personal data relating to you, after the end of your employment to any group/statutory bodies/authorities as
required under applicable law/requirements.

 
6. Work Schedule

 
a. The Company's normal working hours shall typically comprise of nine (9) hours per day, exclusive of any
applicable break, subject to the limit of daily working hours, as prescribed by the applicable laws. The
Company may require you to work for extended working hours/days including weekends, depending on the
project requirements, business exigencies and/or for conscientious and complete performance of your
duties and responsibilities towards the Company, subject to the limit of working hours as prescribed by the
applicable laws. Any changes made to the Company's working hours shall be notified to you.
b. The Company may, at its discretion, vary the normal working hours or days for any employee or class of
employees or for all the employees based on project requirements, Company policies and prevailing laws,
as may be applicable from time to time/in consonance with any applicable laws for the time being in force.
Any changes to be made to the above work timings or days shall be made by the Company at its sole
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discretion and notified to you in advance.
c. The Company may also require you to work on a shift basis. The shifts may be scheduled across 24
hours a day, 7 days a week and 365 days a year. The shift timings may change from time to time as per
any Company policy and which will be notified to you in advance.
d. Your office timings shall be monitored by the Company through appropriate systems & processes, as
updated from time to time and you shall ensure compliance to the processes and policies at all times.

 
7. Background Check

 
Your employment with Cognizant is conditional and subject to satisfactory background and reference
check in line with the Company's policy. An independent agency may conduct internal and external
background checks, for which you provide your consent. The Company's offer of employment and/or
continued employment is subject to satisfactory background verification report. 

 
The Company shall be entitled to withdraw its employment offer if the background verification checks
reveal unfavorable results at any time. Similarly, in case if your background verification report is found to
be unfavorable or unsuccessful after you joining the Company, then the Company reserves the right to
terminate your employment immediately.

 
8. Compliance with Company Policies

 
As a condition of employment with the Company and as part of your joining formalities, you are required to
comply or execute the following Company agreement and attest your understanding and adherence to
following Company policies:

 
i. IP Assignment Agreement 
ii. The Code of Business Ethics
iii. Acceptable Use Policy and Social Media Policy
iv. Dress Code Policy

 
Additionally, you will also be governed by other applicable Company rules, processes, procedures and
policies as may be drafted, enforced, amended and/or altered from time to time and which are not
specifically mentioned in this Agreement. The applicable rules/ processes/ procedures/ policies are
available on the Company's intranet and you are expected to go through the same carefully as a condition
of your employment. For any clarification in relation to applicable policies, guidelines, processes, please
reach out to your HR Talent Manager. It is your responsibility to keep yourself informed of any and all
changes made by the Company to such policies from time to time. If at any time during your employment
with the Company, you are found in violation of any applicable rules, processes, procedures or policies of
the Company, the Company reserves the right to take disciplinary action against you, including termination
your employment without notice period.

 
9. Non-Compete and Non-Solicit Restrictions

 
During the term of your employment with Cognizant and until two (2) years after the termination of such
employment, you will not directly or indirectly, either as an individual on your own account or as a partner,
employee, consultant, advisor, agent, contractor, director, trustee, committee member, office bearer, or
shareholder (or in a similar capacity or function), (a) solicit, attempt to solicit, contact or otherwise
encourage any employee to leave the Company's employment, (b) solicit business from competitor(s) or
client(s) of the Company or (c) be employed or engaged with any competitor(s), or (d) be employed or
engaged with any client(s) of the Company with whom you have interacted or worked in a professional
capacity representing the Company during the six (6) months preceding the date of termination of your
employment.

 
10. Representations and Warranties 

 
By signing below,

 
a. you warrant that your employment with the Company does not and will not violate or otherwise conflict
with any agreement (oral or otherwise) to which you are or have been a party and that you possess all the
requisite permits, work visas and clearances to be able to lawfully and rightfully employed in India with the
Company under the terms of this Agreement;
b. you warrant that you have satisfactorily completed all of your obligations under any employment contract
or other contract or agreement with any company(ies), person(s) or entity(ies) that previously employed or
contracted with you and that any previous employment contract and/or relationships have terminated
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and/or expired prior to the effective start date of your employment at the Company and you have all the
requisite power and authority, and do not require the consent of any third party to be employed with the
Company;
c. you represent and warrant that you shall not bring into Company premises or systems (or use in any
manner) any third-party documents (regardless of media) or materials (including but not limited to
proprietary information or trade secrets), or any such documents or materials of your previous employer,
without written permissions/approvals from such previous employer or third parties; and
d. you represent that unless authorized by the Company in writing, you shall not sign any contract or
agreement that binds the Company or creates any obligation (financial or otherwise) upon the Company.

 
11. Indemnity

 
You agree to indemnify and hold harmless the Company and its affiliates from and against any and all
direct or indirect losses or damages, injury or liability for a claim of damage, loss or injury to person or
property, suffered or sustained by Company and its affiliates which is attributable to you, resulting from any
of your act or omission irrespective of whether it constitutes a breach of the terms of your employment or
negligent performance of your duties as expected from you while in employment of the Company.

 
12. Business Engagement, Learning and Development and Project Deployment

 
In order to ensure that you are fully equipped to adapt to the demanding needs of our clients, the Company
has several policies and processes relating to deployment of employees to projects, Career Architecture
program, performance evaluation, learning and development/trainings and avenues of up-skilling. As a
condition of your employment with the Company, you are responsible for upskilling yourself to make
yourself eligible for appropriate business/client projects, thereby promoting the spirit of meritocracy and
career development with the goal of providing world-class services to our clients. Therefore, you shall
adhere to and meet the obligations under all such policies and processes, including the Associate
Deployment Pool Policy and those that may be changed by the Company from time to time.

 
13. Unauthorized Absence

 
If you are absent from work for a continuous period of 3 days or as prescribed by applicable laws, without
the prior written consent from your approving authority, it will be construed that you have voluntarily
abandoned your employment with the Company. The Company shall be entitled to take appropriate
disciplinary action(s) against you as per the Company's Job Abandonment Policy.

 
14. Retirement

 
You will automatically retire from employment with the Company on the last day of the month in which you
attain the age of fifty-eight (58) years. It is hereby clarified that the Company reserves its right to change
the retirement age at its sole discretion.

 
15. Termination of Employment

 
a. The Company may terminate your employment at any time with or without assigning any reasons by
providing 90 days' advance notice to you by paying you pro rata salary in lieu of any notice or balance
notice period. You may resign or terminate your employment with the Company by providing 90 days'
advance notice to the Company. When you serve notice to resign from the employment of the Company,
the Company may at its sole discretion, allow you to pay salary in lieu for the notice period; and/or adjust
the vacation accumulated towards part of the notice period. 
b. Notwithstanding the aforesaid or anything else to the contrary, the Company may, at its sole discretion,
suspend, lay off, dismiss, discharge and/or terminate your employment with immediate effect by a notice in
writing (without any notice period or salary in lieu of any notice period) in the event of your: 

• Misconduct, as provided in Misconduct and Disciplinary Action Policy

• Non-adherence to Associate Deployment Pool Policy

• Violation of Social Media Policy or Conflict of Interest Policy

• Breach of integrity, or embezzlement, or misappropriation or misuse or causing damage to the Company'

s asset/property or reputation 

• Insubordination or failure to comply with the directions given to you by persons so authorized 

• Insolvency or conviction for any offence involving moral turpitude 

• Breach of any terms or conditions of the Agreement and/or Company's policies or other documents or

directions of the Company 

• Violation of non-disparagement obligations
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• Conduct, which is regarded by the Company as prejudicial to its own interests or to the interests of its

client.

 
16. Deputation, Assignment and Transfer

 
The Company may second, depute or assign you to work with any of its affiliates or transfer your services
to any group company worldwide. On any such secondment, deputation, assignment or transfer of your
employment, the Company and/or affiliate may require you to sign the applicable Overseas Deputation /
International Employment Agreement(s) of the specific country, based on the policies of the Company. 

 
17. Survival

 
Clauses 5, 6, 10 and 12 and any other clauses, which by their nature are expected to survive, shall all
survive the termination of your employment (for any reason) and shall continue to apply to you even after
cessation of your employment with the Company.

 
18. Dispute Resolution and Governing law

 
The Parties shall make best efforts to settle by mutual conciliation any claim, dispute or controversy
("Dispute") arising out of, or in relation to, this Agreement, including any Dispute with respect to the
existence or validity hereof, the interpretation hereof, or the breach hereof. This Agreement and your
employment with the Company shall be governed and interpreted in accordance to the laws of India and
the courts in Chennai only shall have exclusive jurisdiction over any Dispute. Notwithstanding the
aforesaid, the Company shall be entitled, in addition to all other remedies, to any interim relief including but
not limited to an injunction, whether interlocutory or preliminary, restraining any breach of the provisions of
this Agreement.

 
19. General

 
This Agreement and your employment is personal to you and you cannot assign, subcontract or transfer
your rights or obligations hereunder to any other person or entity. No delay or failure by Company to
exercise any of its powers, rights or remedies under this Agreement or otherwise will operate as a waiver
of such powers, rights or remedies. If any provision of this Agreement is held by any competent authority to
be invalid or unenforceable, the validity of the other remaining provisions of the Agreement shall not be
affected. You shall not make any announcement concerning Company, its affiliates and their employees,
contractors or clients without Company's prior written consent and you shall not use or disclose the name,
trademark, domain name, service mark, logo or any other intellectual property of Company and its affiliates
and their employees, contractors or clients.

 
This Agreement, together with the agreements and policies of the Company, Employment Offer Letter (and
any attachments thereto, are the exclusive and entire agreement between the Parties relating to its subject
matter, and supersedes all prior and contemporaneous discussions, agreements, negotiations,
representations, and proposals relating to the subject matter hereof.

 
You shall be required to treat the terms of this Agreement as strictly confidential. The Company reserves
the sole right to change any terms or conditions provided in this Agreement based on applicable laws or
business exigencies.

 
IN WITNESS WHEREOF, the Parties hereto have duly executed this Agreement as of the day and year
first above written.

 
Cognizant Technology Solutions India Private Limited    Jeni Angel M

 
 
Sign: __________________                                                   Sign: _________________

 
Name:                                                                                      Name:



HRD/1001983312/21-22 October 26, 2021

Ms. Charulatha A  A
1/ 38/33
Pappabee Dharga,Gorimedu
Chennai-600056
India

Ph: +91-9566050031

Dear Charulatha A,

Congratulations! We are delighted to make you an offer as Operations Executive - Trainee and your role is
Operations Executive .

Here are the terms and conditions of our offer:

Joining

Your scheduled date of employment with us will be 25-Nov-2021.

Location

Your location of training is MYSORE, India . The location of posting ("work location") would be
communicated to you upon successful completion of training. You may be asked to relocate to any of
our units, departments or the offices of our affiliates* and/or the offices of our customers, depending
on business requirements. In such an event, your remuneration and other benefits shall be determined
in accordance with the relevant Policies of the Company in that work location."

Please be advised that you, by accepting this offer, hereby give your irrevocable consent to the above.

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is under
common control with the First Party. For purposes of this Agreement, "control" means possessing, directly
or indirectly, the power to direct or cause the direction of the management, policies or operations of an
entity, whether through ownership of voting securities, by contract or otherwise."

Training

The training program will consist of classroom/virtual training and on-the-job training. The duration
of the classroom/virtual training will be based on the business requirement. Your continued
employment with the Company is subject to your meeting the qualifying criteria till the end of the
training and successful completion of the training.
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Probation and Confirmation

You will be on probation for a period of 12 months from the date of completion of the training and
your allocation to Unit. On successful completion of your probation, you will be confirmed as a
permanent employee. Your confirmation is also subject to your submitting the documents required by
the Company, details of which are enclosed in the Information Sheet in Annexure - IV.

Leave

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working
days of earned leave annually during probation. On confirmation as a permanent employee you will
be eligible for 20 working days of leave annually.

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year.

An illustration with other relevant information have been given in the Information Sheet. The Company`s
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to
you at the time of joining.

Increments and Promotions

Your growth and increase in salary will depend solely on your performance and contribution to the
Company. Salary increases are normally given on an annual basis.

Transfer

Your services can be transferred to any of our units / departments situated anywhere in India or
abroad. At such time compensation applicable to a specific location will be payable to you.

Agreement

Our offer to you as Operations Executive is subject to the execution of the Service Agreement. The
Service Agreement details the scope, terms and conditions of your employment, the necessary training
and the contractual obligations towards Infosys from the date of your joining and up to a period of 12
months from the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is
generally the first day of the subsequent month post completion of training. You will be required to
complete the formalities on the Service Agreement at the time of joining. Please note, non-execution of
the notarized Service Agreement will result in denial of employment with the Company.
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You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All
these proofs will need to be submitted on the day of joining. Further, you should have been declared as
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any
of the proofs and any condemnation of delay in submission of the same will be at the Company's discretion.

Passport and Driving License

It would be to your advantage to have a valid passport and a four-wheeler driving license at the time
of joining duty. Our offer to you is subject to your having a valid passport or producing a proof of
having applied for the same.

Compensation and Benefits

Salary

Your Total Gross Salary will be INR 18,581 per month. The break-up of your salary has been
provided in the Compensation Details sheet in Annexure - I.

In addition to your gross salary, you will receive an additional Personal Allowance of INR 461 per month.
This allowance will be paid to you during your probation period, on the condition that your base location
remains Bangalore/Mysore/Mangalore/Hubli. This allowance will be discontinued in case of a change in
your base location due to official or personal reasons or upon confirmation (whichever is earlier).

Ex - Gratia / Bonus 

You will be eligible for an Ex-Gratia/ Bonus payout which is calculated at 20% of the Basic Salary as
mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment for
Financial Year 2021-22 will be as follows:

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a monthly basis.
The balance amount will be paid out in the end of the financial year.

Insurance 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to enhance
the coverage with other participatory optional health insurance plans (Platinum, Gold and Silver).
You will be covered by default under the Standard Plan which provides you and your family (your
spouse and two children up to the age of 22 years) with a cover of INR 500,000 per annum.
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You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust which
provides you with a total Life Insurance cover of INR 6,200,000 of which INR 3,200,000 is covered
towards natural death, and INR 3,000,000 towards an accidental death. All employees become members of
Infosys WelfareTrust, by one-time payment of INR 250 and fixed monthly contribution of INR 200 . The
details of the Scheme would be available to you when you join the Company.

Notice Period

During the probation period, if your performance is found to be unsatisfactory or if it does not meet
the prescribed criteria, your training/employment can be terminated by the Company with one-month
notice or salary thereof. On confirmation, you will be required to give three month's notice or salary
thereof in case you decide to leave our services, subject to the Company's discretion. Where
circumstances make it necessary, the Company will have the discretion to relieve you only at the end
of the three months' notice period. Similarly, the Company can terminate your services by giving
three months notice or salary thereof.

In the event you do not successfully complete your training, or you are involved in an act that constitutes
misconduct, your training/employment can be terminated by the Company with immediate effect without
notice.

Background Checks

The Company may, at its discretion conduct background checks prior to or after your expected
joining date to validate your identity, the address provided by you, your education details and details
of your prior work experience if any, and to conduct any criminal checks. You expressly consent to the
Company conducting such background checks. In this connection, you are required to furnish the
documents listed in Offer Annexure for India.

If you fail to submit the necessary documents as required by the Company within the specified time period
or if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole
discretion, reserves the right to withdraw this offer without notice and compensation or to take any
appropriate action against you, including, but not limited to termination of your employment.

When a background check raises any concerns regarding any of the details furnished by you and the
Company feels the need to further validate such facts, the Company may at its sole discretion, ask you for
further information, to substantiate the details that you have earlier provided to the Company, before
initiating appropriate action.

Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are
unable to do so, the Company will initiate a criminal background check.
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Other Terms and Conditions

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner /
Member / Employee of any other organization / entity engaged in any form of business activity
without the consent of Infosys. The consent may be given subject to any terms and conditions that the
Company may think fit and may be withdrawn at any time at the discretion of the Company.

Our offer to you as an Operations Executive is conditional upon your having fully completed your
graduation, without any active backlog papers and with a pass percentage not lesser than as specified in our
campus recruitment program 2020-21. These eligibility criteria for the Role of an Operations Executive, has
already been clearly communicated to you and your college during the selection process. You will also have
completed all studies, course requirements and examinations required for the award of the educational
qualification recorded by you in your application for employment with Infosys.

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All
these proofs will need to be submitted on the day of joining. Further, you should have been declared as
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion.

Based on the nature of your work and business requirements, you may be required to work on rotational
shifts. If you are required to work on rotational shifts, you will be duly intimated of the change in your shift
timings. During rotational shifts, you will continue to be bound by the provisions of the working hour policy
of the Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance
of the Company (if in force) will be made applicable to you.

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able
to access, upon joining, on the Intranet 'Sparsh'. These Policies cover various human resources and
administrative topics and procedures. The Company reserves the right to change these Policies at any time in
its absolute discretion.

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality,
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be
governed by all the rules and regulations, as amended from time to time, of the Company as applicable to
your employment with us. This offer is also conditional upon your acceptance and execution of the
Non-Compete Agreement (Annexure III).

This offer of employment constitutes the entire agreement between you and the Company regarding the
terms of your employment and it is the complete, final, and exclusive embodiment of your agreement with
regard to this subject matter and supersedes any other promises, warranties, representations or agreements,
whether written or oral. It is entered into without reliance on any promise or representation other than those
expressly contained herein, and it cannot be modified or amended except in writing signed by an authorized
officer of the Company.
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www.infosys.com
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T 91 80 2852 0261
Bangalore 560 100, India
Electronics City, Hosur Road
44, Infosys Avenue
CIN: L85110KA1981PLC013115
INFOSYS LIMITED

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and
conditions shall continue in force.

This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of
the courts in Bangalore, India.

Your employment will be governed by the rules, regulations and policies of the Company.
The terms of this offer letter shall remain confidential and are not to be disclosed to any third party.
As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all
the accompanying annexures, on the date of joining.

We welcome you to the Infosys family and wish you a rewarding career over the years to come.

Yours sincerely,

RICHARD LOBO
EVP and Head Human Resources - Infosys Limited

I have read, understood and agree to the terms and conditions as set forth in this offer letter.

Date: _________________________, 20______

______________________________________
Sign your name

__________________ _____________________
Print your full Name                          Location
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ANNEXURE - I
(Compensation)

COMPENSATION DETAILS
(All figures in INR per month)

NAME Ms. Charulatha A  A

ROLE Operations Executive

ROLE DESIGNATION Operations Executive - Trainee

1. MONTHLY COMPONENTS

BASIC SALARY 13,582

BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a
monthly basis) 2,580

MONTHLY GROSS SALARY 16,162

2. ANNUAL COMPONENT

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting
the advance (95%) paid out on a monthly basis) 136

3. RETIRAL BENEFITS

PROVIDENT FUND - 12% of Basic Salary 1,630

GRATUITY - 4.81% of Basic Salary* 653

FIXED GROSS SALARY (1+2+3) 18,581

TOTAL GROSS SALARY 18,581

OTHER BENEFITS

Scheme Eligible Amount In INR Interest Monthly Instalments
Margin Money
(To be borne by the employee)

SALARY LOAN
(subject to submission of 
Trainee Agreement)

12000
Nil 12 Nil

All the above benefits are as per Company's policies, which are subject to change from time to time. The disbursement of any loan / loan
allowance is subject to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan
allowance policy at that time

*The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be
determined in strict accordance with the provisions of the Payment of Gratuity Act

Employee State Insurance ("ESI") may be applicable to employees as per the applicable statutory regulations. If ESI is applicable, the
employee and the employer will contribute towards ESI as per the provisions of the ESI Act, 1948.
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HRD/1001985491/21-22 September 1, 2021

Ms. Gayathri Priya  T
No.8/25, Sivaprakash Nagar,
Thiruninravur
Chennai-602024
India

Ph: +91-9600160914

Dear Gayathri Priya,

Congratulations! We are delighted to make you an offer as Operations Executive - Trainee and your role is
Operations Executive .

Here are the terms and conditions of our offer:

Joining

Your scheduled date of employment with us will be 25-Oct-2021.

Location

Your location of training is MYSORE, India . The location of posting ("work location") would be
communicated to you upon successful completion of training. You may be asked to relocate to any of
our units, departments or the offices of our affiliates* and/or the offices of our customers, depending
on business requirements. In such an event, your remuneration and other benefits shall be determined
in accordance with the relevant Policies of the Company in that work location."

Please be advised that you, by accepting this offer, hereby give your irrevocable consent to the above.

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is under
common control with the First Party. For purposes of this Agreement, "control" means possessing, directly
or indirectly, the power to direct or cause the direction of the management, policies or operations of an
entity, whether through ownership of voting securities, by contract or otherwise."

Training

The training program will consist of classroom/virtual training and on-the-job training. The duration
of the classroom/virtual training will be based on the business requirement. Your continued
employment with the Company is subject to your meeting the qualifying criteria till the end of the
training and successful completion of the training.
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Probation and Confirmation

You will be on probation for a period of 12 months from the date of completion of the training and
your allocation to Unit. On successful completion of your probation, you will be confirmed as a
permanent employee. Your confirmation is also subject to your submitting the documents required by
the Company, details of which are enclosed in the Information Sheet in Annexure - IV.

Leave

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working
days of earned leave annually during probation. On confirmation as a permanent employee you will
be eligible for 20 working days of leave annually.

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year.

An illustration with other relevant information have been given in the Information Sheet. The Company`s
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to
you at the time of joining.

Increments and Promotions

Your growth and increase in salary will depend solely on your performance and contribution to the
Company. Salary increases are normally given on an annual basis.

Transfer

Your services can be transferred to any of our units / departments situated anywhere in India or
abroad. At such time compensation applicable to a specific location will be payable to you.

Agreement

Our offer to you as Operations Executive is subject to the execution of the Service Agreement. The
Service Agreement details the scope, terms and conditions of your employment, the necessary training
and the contractual obligations towards Infosys from the date of your joining and up to a period of 12
months from the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is
generally the first day of the subsequent month post completion of training. You will be required to
complete the formalities on the Service Agreement at the time of joining. Please note, non-execution of
the notarized Service Agreement will result in denial of employment with the Company.
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You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All
these proofs will need to be submitted on the day of joining. Further, you should have been declared as
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any
of the proofs and any condemnation of delay in submission of the same will be at the Company's discretion.

Passport and Driving License

It would be to your advantage to have a valid passport and a four-wheeler driving license at the time
of joining duty. Our offer to you is subject to your having a valid passport or producing a proof of
having applied for the same.

Compensation and Benefits

Salary

Your Total Gross Salary will be INR 18,581 per month. The break-up of your salary has been
provided in the Compensation Details sheet in Annexure - I.

In addition to your gross salary, you will receive an additional Personal Allowance of INR 461 per month.
This allowance will be paid to you during your probation period, on the condition that your base location
remains Bangalore/Mysore/Mangalore/Hubli. This allowance will be discontinued in case of a change in
your base location due to official or personal reasons or upon confirmation (whichever is earlier).

Ex - Gratia / Bonus 

You will be eligible for an Ex-Gratia/ Bonus payout which is calculated at 20% of the Basic Salary as
mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment for
Financial Year 2021-22 will be as follows:

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a monthly basis.
The balance amount will be paid out in the end of the financial year.

Insurance 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to enhance
the coverage with other participatory optional health insurance plans (Platinum, Gold and Silver).
You will be covered by default under the Standard Plan which provides you and your family (your
spouse and two children up to the age of 22 years) with a cover of INR 500,000 per annum.
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You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust which
provides you with a total Life Insurance cover of INR 6,200,000 of which INR 3,200,000 is covered
towards natural death, and INR 3,000,000 towards an accidental death. All employees become members of
Infosys WelfareTrust, by one-time payment of INR 250 and fixed monthly contribution of INR 200 . The
details of the Scheme would be available to you when you join the Company.

Notice Period

During the probation period, if your performance is found to be unsatisfactory or if it does not meet
the prescribed criteria, your training/employment can be terminated by the Company with one-month
notice or salary thereof. On confirmation, you will be required to give three month's notice or salary
thereof in case you decide to leave our services, subject to the Company's discretion. Where
circumstances make it necessary, the Company will have the discretion to relieve you only at the end
of the three months' notice period. Similarly, the Company can terminate your services by giving
three months notice or salary thereof.

In the event you do not successfully complete your training, or you are involved in an act that constitutes
misconduct, your training/employment can be terminated by the Company with immediate effect without
notice.

Background Checks

The Company may, at its discretion conduct background checks prior to or after your expected
joining date to validate your identity, the address provided by you, your education details and details
of your prior work experience if any, and to conduct any criminal checks. You expressly consent to the
Company conducting such background checks. In this connection, you are required to furnish the
documents listed in Offer Annexure for India.

If you fail to submit the necessary documents as required by the Company within the specified time period
or if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole
discretion, reserves the right to withdraw this offer without notice and compensation or to take any
appropriate action against you, including, but not limited to termination of your employment.

When a background check raises any concerns regarding any of the details furnished by you and the
Company feels the need to further validate such facts, the Company may at its sole discretion, ask you for
further information, to substantiate the details that you have earlier provided to the Company, before
initiating appropriate action.

Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are
unable to do so, the Company will initiate a criminal background check.
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Other Terms and Conditions

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner /
Member / Employee of any other organization / entity engaged in any form of business activity
without the consent of Infosys. The consent may be given subject to any terms and conditions that the
Company may think fit and may be withdrawn at any time at the discretion of the Company.

Our offer to you as an Operations Executive is conditional upon your having fully completed your
graduation, without any active backlog papers and with a pass percentage not lesser than as specified in our
campus recruitment program 2020-21. These eligibility criteria for the Role of an Operations Executive, has
already been clearly communicated to you and your college during the selection process. You will also have
completed all studies, course requirements and examinations required for the award of the educational
qualification recorded by you in your application for employment with Infosys.

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All
these proofs will need to be submitted on the day of joining. Further, you should have been declared as
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion.

Based on the nature of your work and business requirements, you may be required to work on rotational
shifts. If you are required to work on rotational shifts, you will be duly intimated of the change in your shift
timings. During rotational shifts, you will continue to be bound by the provisions of the working hour policy
of the Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance
of the Company (if in force) will be made applicable to you.

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able
to access, upon joining, on the Intranet 'Sparsh'. These Policies cover various human resources and
administrative topics and procedures. The Company reserves the right to change these Policies at any time in
its absolute discretion.

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality,
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be
governed by all the rules and regulations, as amended from time to time, of the Company as applicable to
your employment with us. This offer is also conditional upon your acceptance and execution of the
Non-Compete Agreement (Annexure III).

This offer of employment constitutes the entire agreement between you and the Company regarding the
terms of your employment and it is the complete, final, and exclusive embodiment of your agreement with
regard to this subject matter and supersedes any other promises, warranties, representations or agreements,
whether written or oral. It is entered into without reliance on any promise or representation other than those
expressly contained herein, and it cannot be modified or amended except in writing signed by an authorized
officer of the Company.
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If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and
conditions shall continue in force.

This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of
the courts in Bangalore, India.

Your employment will be governed by the rules, regulations and policies of the Company.
The terms of this offer letter shall remain confidential and are not to be disclosed to any third party.
As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all
the accompanying annexures, on the date of joining.

We welcome you to the Infosys family and wish you a rewarding career over the years to come.

Yours sincerely,

RICHARD LOBO
EVP and Head Human Resources - Infosys Limited

I have read, understood and agree to the terms and conditions as set forth in this offer letter.

Date: _________________________, 20______

______________________________________
Sign your name

__________________ _____________________
Print your full Name                          Location
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ANNEXURE - I
(Compensation)

COMPENSATION DETAILS
(All figures in INR per month)

NAME Ms. Gayathri Priya  T

ROLE Operations Executive

ROLE DESIGNATION Operations Executive - Trainee

1. MONTHLY COMPONENTS

BASIC SALARY 13,582

BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a
monthly basis) 2,580

MONTHLY GROSS SALARY 16,162

2. ANNUAL COMPONENT

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting
the advance (95%) paid out on a monthly basis) 136

3. RETIRAL BENEFITS

PROVIDENT FUND - 12% of Basic Salary 1,630

GRATUITY - 4.81% of Basic Salary* 653

FIXED GROSS SALARY (1+2+3) 18,581

TOTAL GROSS SALARY 18,581

OTHER BENEFITS

Scheme Eligible Amount In INR Interest Monthly Instalments
Margin Money
(To be borne by the employee)

SALARY LOAN
(subject to submission of 
Trainee Agreement)

12000
Nil 12 Nil

All the above benefits are as per Company's policies, which are subject to change from time to time. The disbursement of any loan / loan
allowance is subject to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan
allowance policy at that time

*The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be
determined in strict accordance with the provisions of the Payment of Gratuity Act

Employee State Insurance ("ESI") may be applicable to employees as per the applicable statutory regulations. If ESI is applicable, the
employee and the employer will contribute towards ESI as per the provisions of the ESI Act, 1948.
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Ms. ABDUL RASHIBHA K  

No:6, 7nd Street 

MKB Nagar, Vyasarpadi.  

Chennai-600039 

India 

 

Ph: +91-7010000319 
 

       Dear ABDUL RASHIBHA K, 

 
Congratulations! We are delighted to make you an offer as Operations Executive - Trainee and your role is 

Operations Executive . 

 

Here are the terms and conditions of our offer: 

 

Joining 

Your scheduled date of employment with us will be 22-Jul-2021. 

 

Location 

Your location of training is MYSORE, India . The location of posting ("work location") would be 

communicated to you  upon  successful completion  of training.  You may be asked to  relocate to  any of  

our units,  departments or  the  offices of  our  affiliates* and/or  the  offices of  our  customers,  depending 

on  business  requirements. In such an event, your remuneration and other benefits shall  be determined        

in accordance with the relevant Policies of the Company in that work location." 

 

Please be advised that you, by accepting this offer, hereby give your irrevocable consent to the above. 

 
* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is under 

common control with the First Party. For purposes of this Agreement, "control" means possessing, directly 

or indirectly, the power to direct or cause the direction of the management, policies or operations of an entity, 

whether through ownership of voting securities, by contract or otherwise." 

 

Training 

The training  program will  consist  of  classroom/virtual training  and on-the-job training.  The duration   of 

the classroom/virtual training will be based on  the  business  requirement.  Your  continued  employment 

with the Company is  subject to your meeting the qualifying criteria till  the end of the training and successful 

completion of the training. 
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Probation and Confirmation 

You will be on probation for a period of 12 months from the date of completion of the training and        your 

allocation to Unit. On successful completion of your probation, you will be confirmed as  a  permanent 

employee. Your confirmation is also subject to your submitting  the documents required by      the Company, 

details of which are enclosed in the Information Sheet in Annexure - IV. 

 

Leave 

You are entitled to Earned Leave, right from your date of joining. You will  be eligible  for 15 working  days  

of  earned leave annually  during  probation.  On  confirmation as  a permanent employee you  will  be eligible 

for 20 working days of leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 

Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 

 

An illustration with other relevant information have been given in the Information Sheet. The Company`s 

Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 

at the time of joining. 

 

Increments and Promotions 

Your growth and increase in salary will depend solely on your performance and contribution to the Company. 

Salary increases are normally given on an annual basis. 

 

Transfer 

Your services can be transferred to any of our units /  departments  situated  anywhere  in  India  or  

abroad. At such time compensation applicable to a specific location will be payable to you. 

 

Agreement 

Our offer to you as Operations Executive is subject to the execution of the Service Agreement. The  

Service Agreement details the scope, terms and conditions of your employment, the necessary training     

and the contractual obligations towards Infosys from the date of your joining and up to a period of 12 

months from the date of allocation to a Practice Unit. The date of allocation  to  a  Practice  Unit  is 

generally the first day of the subsequent month post completion of training. You will be required to 

complete the formalities on the Service Agreement at the time of joining. Please note, non-execution of    

the notarized Service Agreement will result in denial of employment with the Company. 
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You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 

these proofs will need to be submitted on the day of joining. Further, you should have been declared as passed 

by the relevant examination authority. The determination of the adequacy or authenticity of all or any 

of the proofs and any condemnation of delay in submission of the same will be at the Company's discretion. 

 

Passport and Driving License 

It would be to  your advantage to  have a valid passport and a four-wheeler driving license at the time        of 

joining  duty. Our offer to  you is  subject to  your having a valid passport or producing a proof of  having 

applied for the same. 

Compensation and Benefits 

 
 

Salary 

Your Total Gross Salary will be INR 18,581 per month. The break-up of your salary has  been 

provided in the Compensation Details sheet in Annexure - I. 

 

In addition to your gross salary, you will receive an additional Personal Allowance of INR 461 per month. 

This allowance will be paid to you during your probation period, on the condition that your base location 

remains Bangalore/Mysore/Mangalore/Hubli. This allowance will be discontinued in case of a change in 

your base location due to official or personal reasons or upon confirmation (whichever is earlier). 

 

Ex - Gratia / Bonus 

You will be eligible for an Ex-Gratia/ Bonus payout which is calculated at 20% of the Basic Salary as 

mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment for 

Financial Year 2021-22 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a monthly basis. 

The balance amount will be paid out in the end of the financial year. 

 

Insurance 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to enhance the 

coverage with other participatory optional health insurance plans (Platinum, Gold and Silver).    You will 

be covered by default under the Standard Plan which provides you and your family (your spouse and two 

children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 
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You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust which 

provides you with a total Life Insurance cover of INR 6,200,000 of which INR 3,200,000 is covered 

towards natural death, and INR 3,000,000 towards an accidental death. All employees become members of 

Infosys WelfareTrust, by one-time payment of INR 250 and fixed monthly contribution of INR 200 . The 

details of the Scheme would be available to you when you join the Company. 

 

Notice Period 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet         the 

prescribed criteria, your training/employment can be terminated by the Company with one-month notice or 

salary thereof. On confirmation, you will be required to give three month's notice or salary  thereof in case 

you decide to leave our services, subject to the Company's  discretion.  Where  circumstances make it  

necessary, the Company will  have the  discretion to  relieve you  only  at the  end of the three months' notice 

period. Similarly,  the  Company  can  terminate  your  services  by  giving  three months notice or salary 

thereof. 

 

In the event you do not successfully complete your training, or you are involved in an act that constitutes 

misconduct, your training/employment can be terminated by the Company with immediate effect without 

notice. 

 

Background Checks 

The Company may, at its discretion  conduct  background  checks  prior  to  or  after  your  expected  joining 

date to validate your identity,  the  address provided by  you,  your  education details  and  details  of your 

prior work experience if any, and to conduct any criminal checks. You expressly consent to the Company 

conducting such background checks. In this connection, you are required to furnish the documents listed in 

Offer Annexure for India. 

 

If you fail to submit the necessary documents as required by the Company within the specified time period 

or if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole 

discretion, reserves the right to withdraw this offer without notice and compensation or to take any appropriate 

action against you, including, but not limited to termination of your employment. 

 

When a background check raises any concerns regarding any of the details furnished by you and the Company 

feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 

information, to substantiate the details that you have earlier provided to the Company, before initiating 

appropriate action. 

 

Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are 

unable to do so, the Company will initiate a criminal background check. 
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Other Terms and Conditions 

You agree not to undertake employment, whether full-time or part-time, as the Director /  Partner  / Member 

/ Employee of any other organization / entity  engaged  in  any  form  of  business  activity  without the 

consent of Infosys. The consent may be given subject to any terms and conditions that the Company may 

think fit and may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as an Operations Executive is conditional upon your having fully completed your 

graduation, without any active backlog papers and with a pass percentage not lesser than as specified in our 

campus recruitment program 2020-21. These eligibility criteria for the Role of an Operations Executive, has 

already been clearly communicated to you and your college during the selection process. You will also have 

completed all studies, course requirements and examinations required for the award of the educational 

qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All these 

proofs will need to be submitted on the day of joining. Further, you should have been declared as passed by 

the relevant examination authority. The determination of the adequacy or authenticity of all or any of the proofs 

and any condonation of delay in submission of the same will be at the Company's discretion. 

 

Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 

If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 

During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 

Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 

Company (if in force) will be made applicable to you. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 

to access, upon joining, on the Intranet 'Sparsh'. These Policies cover various human resources and 

administrative topics and procedures. The Company reserves the right to change these Policies at any time in 

its absolute discretion. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 

Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be 

governed by all the rules and regulations, as amended from time to time, of the Company as applicable to 

your employment with us. This offer is also conditional upon your acceptance and execution of the Non-

Compete Agreement (Annexure III). 

 

This offer of employment constitutes the entire agreement between you and the Company regarding the terms 

of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard 

to this subject matter and supersedes any other promises, warranties, representations or agreements, whether 

written or oral. It is entered into without reliance on any promise or representation other than those expressly 

contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of 

the Company. 
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If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 

treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 

conditions shall continue in force. 

 

This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of 

the courts in Bangalore, India. 

 

Your employment will be governed by the rules, regulations and policies of the Company. 

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

As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 

the accompanying annexures, on the date of joining. 

 

We welcome you to the Infosys family and wish you a rewarding career over the years to come. 

 

 
Yours sincerely, 

 

 
RICHARD LOBO 

EVP and Head Human Resources - Infosys Limited 

 
I have read, understood and agree to the terms and conditions as set forth in this offer letter. 

Date:  , 20   

 

Sign your name 
 

 
 

  

Print your full Name Location 
Signature Not Verified 

Digitally signed by Richard Lobo 
Date: 2021.06.30 16:59:23 IST 
Reason: Digitally Signed 
Location: Bangalore 

 
 

 
INFOSYS LIMITED 

CIN: L85110KA1981PLC013115 

44, Infosys Avenue 

Electronics City, Hosur Road 

Bangalore 560 100, India 

T 91 80 2852 0261 

F 91 80 2852 0362 

askus@infosys.com 

www.infosys.com 
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ANNEXURE - I 
(Compensation) 

 

COMPENSATION DETAILS 
(All figures in INR per month) 

NAME Ms ABDUL RASHIBHA K 

ROLE Operations Executive 

ROLE DESIGNATION Operations Executive - Trainee 

1. MONTHLY COMPONENTS 

BASIC SALARY 13,582 

BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a 

monthly basis) 

 
2,580 

MONTHLY GROSS SALARY 16,162 

 

2. ANNUAL COMPONENT 

 
BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting 

the advance (95%) paid out on a monthly basis) 

 

 
136 

 

3. RETIRAL BENEFITS 

PROVIDENT FUND - 12% of Basic Salary 1,630 

GRATUITY - 4.81% of Basic Salary* 653 

FIXED GROSS SALARY (1+2+3) 18,581 

TOTAL GROSS SALARY 18,581 

 

OTHER BENEFITS 

 

 
Scheme 

 

 
Eligible Amount In INR 

 

 
Interest 

 

 
Monthly Instalments 

 
Margin Money 
(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 
Trainee Agreement) 

 
12000 

 

 
Nil 

 

 
12 

 

 
Nil 

All the above benefits are as per Company's policies, which are subject to change from time to time. The disbursement of any loan / loan 

allowance is subject to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan 

allowance policy at that time 

*The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be 

determined in strict accordance with the provisions of the Payment of Gratuity Act 

Employee State Insurance ("ESI") may be applicable to employees as per the applicable statutory regulations. If ESI is applicable, the 

employee and the employer will contribute towards ESI as per the provisions of the ESI Act, 1948. 
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www.infosys.com
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44, Infosys Avenue
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INFOSYS LIMITED

Dear Varsha,

Welcome to Infosys!

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing

things we do at Infosys would be possible without an equally amazing culture, the environment where ideas

can flourish and where you are empowered to move forward as far as your ideas will take you.

At Infosys, we assure that your career will never stand still, we will inspire you to build what's next and we

will navigate further, together. Our journey of learnability, values and trusted relationships with our clients

continue to be the cornerstones of our organization and these values are upheld only because of our people.

We look forward to working with you and wish you success in your career with us.

Warm regards,

RICHARD LOBO

EVP and Head Human Resources - Infosys Limited

Company Confidential - This communication is confidential between you and Infosys Limited 

Digitally signed by Richard Lobo
Date: 2021.07.02 13:24:36 IST
Reason: Digitally Signed
Location: Bangalore

Signature Not Verified
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Ms. Varsha  S

No 11

Second Cross Street Moorthy Nagar Kathirvedu

Chennai-600066

India

Ph: +91-8667352132

Dear Varsha,

Congratulations! We are delighted to make you an offer as Operations Executive - Trainee and your role is

Operations Executive .

Here are the terms and conditions of our offer:

Joining

Your scheduled date of employment with us will be 22-Jul-2021.

Location

Your location of training is MYSORE, India . The location of posting ("work location") would be

communicated to you upon successful completion of training. You may be asked to relocate to any of

our units, departments or the offices of our affiliates* and/or the offices of our customers, depending

on business requirements. In such an event, your remuneration and other benefits shall be determined

in accordance with the relevant Policies of the Company in that work location."

Please be advised that you, by accepting this offer, hereby give your irrevocable consent to the above.

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is under

common control with the First Party. For purposes of this Agreement, "control" means possessing, directly

or indirectly, the power to direct or cause the direction of the management, policies or operations of an

entity, whether through ownership of voting securities, by contract or otherwise."

Training

The training program will consist of classroom/virtual training and on-the-job training. The duration

of the classroom/virtual training will be based on the business requirement. Your continued

employment with the Company is subject to your meeting the qualifying criteria till the end of the

training and successful completion of the training.
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Probation and Confirmation

You will be on probation for a period of 12 months from the date of completion of the training and

your allocation to Unit. On successful completion of your probation, you will be confirmed as a

permanent employee. Your confirmation is also subject to your submitting the documents required by

the Company, details of which are enclosed in the Information Sheet in Annexure - IV.

Leave

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working

days of earned leave annually during probation. On confirmation as a permanent employee you will

be eligible for 20 working days of leave annually.

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the

Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year.

An illustration with other relevant information have been given in the Information Sheet. The Company`s

Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to

you at the time of joining.

Increments and Promotions

Your growth and increase in salary will depend solely on your performance and contribution to the

Company. Salary increases are normally given on an annual basis.

Transfer

Your services can be transferred to any of our units / departments situated anywhere in India or

abroad. At such time compensation applicable to a specific location will be payable to you.

Agreement

Our offer to you as Operations Executive is subject to the execution of the Service Agreement. The

Service Agreement details the scope, terms and conditions of your employment, the necessary training

and the contractual obligations towards Infosys from the date of your joining and up to a period of 12

months from the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is

generally the first day of the subsequent month post completion of training. You will be required to

complete the formalities on the Service Agreement at the time of joining. Please note, non-execution of

the notarized Service Agreement will result in denial of employment with the Company.
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You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All

these proofs will need to be submitted on the day of joining. Further, you should have been declared as

passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any

of the proofs and any condemnation of delay in submission of the same will be at the Company's discretion.

Passport and Driving License

It would be to your advantage to have a valid passport and a four-wheeler driving license at the time

of joining duty. Our offer to you is subject to your having a valid passport or producing a proof of

having applied for the same.

Compensation and Benefits

Salary

Your Total Gross Salary will be INR 18,581 per month. The break-up of your salary has been

provided in the Compensation Details sheet in Annexure - I.

In addition to your gross salary, you will receive an additional Personal Allowance of INR 461 per month.

This allowance will be paid to you during your probation period, on the condition that your base location

remains Bangalore/Mysore/Mangalore/Hubli. This allowance will be discontinued in case of a change in

your base location due to official or personal reasons or upon confirmation (whichever is earlier).

Ex - Gratia / Bonus 

You will be eligible for an Ex-Gratia/ Bonus payout which is calculated at 20% of the Basic Salary as

mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment for

Financial Year 2021-22 will be as follows:

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a monthly basis.

The balance amount will be paid out in the end of the financial year.

Insurance 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to enhance

the coverage with other participatory optional health insurance plans (Platinum, Gold and Silver).

You will be covered by default under the Standard Plan which provides you and your family (your

spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum.
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You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust which

provides you with a total Life Insurance cover of INR 6,200,000 of which INR 3,200,000 is covered

towards natural death, and INR 3,000,000 towards an accidental death. All employees become members of

Infosys WelfareTrust, by one-time payment of INR 250 and fixed monthly contribution of INR 200 . The

details of the Scheme would be available to you when you join the Company.

Notice Period

During the probation period, if your performance is found to be unsatisfactory or if it does not meet

the prescribed criteria, your training/employment can be terminated by the Company with one-month

notice or salary thereof. On confirmation, you will be required to give three month's notice or salary

thereof in case you decide to leave our services, subject to the Company's discretion. Where

circumstances make it necessary, the Company will have the discretion to relieve you only at the end

of the three months' notice period. Similarly, the Company can terminate your services by giving

three months notice or salary thereof.

In the event you do not successfully complete your training, or you are involved in an act that constitutes

misconduct, your training/employment can be terminated by the Company with immediate effect without

notice.

Background Checks

The Company may, at its discretion conduct background checks prior to or after your expected

joining date to validate your identity, the address provided by you, your education details and details

of your prior work experience if any, and to conduct any criminal checks. You expressly consent to the

Company conducting such background checks. In this connection, you are required to furnish the

documents listed in Offer Annexure for India.

If you fail to submit the necessary documents as required by the Company within the specified time period

or if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole

discretion, reserves the right to withdraw this offer without notice and compensation or to take any

appropriate action against you, including, but not limited to termination of your employment.

When a background check raises any concerns regarding any of the details furnished by you and the

Company feels the need to further validate such facts, the Company may at its sole discretion, ask you for

further information, to substantiate the details that you have earlier provided to the Company, before

initiating appropriate action.

Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are

unable to do so, the Company will initiate a criminal background check.
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Other Terms and Conditions

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner /

Member / Employee of any other organization / entity engaged in any form of business activity

without the consent of Infosys. The consent may be given subject to any terms and conditions that the

Company may think fit and may be withdrawn at any time at the discretion of the Company.

Our offer to you as an Operations Executive is conditional upon your having fully completed your

graduation, without any active backlog papers and with a pass percentage not lesser than as specified in our

campus recruitment program 2020-21. These eligibility criteria for the Role of an Operations Executive, has

already been clearly communicated to you and your college during the selection process. You will also have

completed all studies, course requirements and examinations required for the award of the educational

qualification recorded by you in your application for employment with Infosys.

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All

these proofs will need to be submitted on the day of joining. Further, you should have been declared as

passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any

of the proofs and any condonation of delay in submission of the same will be at the Company's discretion.

Based on the nature of your work and business requirements, you may be required to work on rotational

shifts. If you are required to work on rotational shifts, you will be duly intimated of the change in your shift

timings. During rotational shifts, you will continue to be bound by the provisions of the working hour policy

of the Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance

of the Company (if in force) will be made applicable to you.

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able

to access, upon joining, on the Intranet 'Sparsh'. These Policies cover various human resources and

administrative topics and procedures. The Company reserves the right to change these Policies at any time in

its absolute discretion.

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality,

Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be

governed by all the rules and regulations, as amended from time to time, of the Company as applicable to

your employment with us. This offer is also conditional upon your acceptance and execution of the

Non-Compete Agreement (Annexure III).

This offer of employment constitutes the entire agreement between you and the Company regarding the

terms of your employment and it is the complete, final, and exclusive embodiment of your agreement with

regard to this subject matter and supersedes any other promises, warranties, representations or agreements,

whether written or oral. It is entered into without reliance on any promise or representation other than those

expressly contained herein, and it cannot be modified or amended except in writing signed by an authorized

officer of the Company.
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INFOSYS LIMITED

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be

treated as severable from the rest of the terms and conditions of this offer and the remaining terms and

conditions shall continue in force.

This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of

the courts in Bangalore, India.

Your employment will be governed by the rules, regulations and policies of the Company.

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

As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all

the accompanying annexures, on the date of joining.

We welcome you to the Infosys family and wish you a rewarding career over the years to come.

Yours sincerely,

RICHARD LOBO

EVP and Head Human Resources - Infosys Limited

I have read, understood and agree to the terms and conditions as set forth in this offer letter.

Date: _________________________, 20______

______________________________________

Sign your name

__________________ _____________________

Print your full Name                          Location
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Digitally signed by Richard Lobo
Date: 2021.07.02 13:24:36 IST
Reason: Digitally Signed
Location: Bangalore

Signature Not Verified



ANNEXURE - I
(Compensation)

COMPENSATION DETAILS
(All figures in INR per month)

NAME Ms. Varsha  S

ROLE Operations Executive

ROLE DESIGNATION Operations Executive - Trainee

1. MONTHLY COMPONENTS

BASIC SALARY 13,582

BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a

monthly basis) 2,580

MONTHLY GROSS SALARY 16,162

2. ANNUAL COMPONENT

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting

the advance (95%) paid out on a monthly basis) 136

3. RETIRAL BENEFITS

PROVIDENT FUND - 12% of Basic Salary 1,630

GRATUITY - 4.81% of Basic Salary* 653

FIXED GROSS SALARY (1+2+3) 18,581

TOTAL GROSS SALARY 18,581

OTHER BENEFITS

Scheme Eligible Amount In INR Interest Monthly Instalments
Margin Money
(To be borne by the employee)

SALARY LOAN

(subject to submission of 
Trainee Agreement)

12000
Nil 12 Nil

All the above benefits are as per Company's policies, which are subject to change from time to time. The disbursement of any loan / loan

allowance is subject to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan

allowance policy at that time

*The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be

determined in strict accordance with the provisions of the Payment of Gratuity Act

Employee State Insurance ("ESI") may be applicable to employees as per the applicable statutory regulations. If ESI is applicable, the

employee and the employer will contribute towards ESI as per the provisions of the ESI Act, 1948.
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Offer: Computer Consultancy

Ref: TCSL/DT20217711557/Chennai

Date: 01/06/2021

Ms. Sangeetha  R

No.12,Gangai Amman Kovil StreetKallikuppam,Ambattur,

Infant Jesus School,

Chennai-600053,

Tamil Nadu.

Tel# 91-9840045777

Dear Sangeetha  R,

Sub: Letter of Offer

Thank you for exploring career opportunities with TATA Consultancy Services Limited (TCSL). 

You have successfully completed our initial selection process and we are pleased to make you 

an offer of employment. 

This offer is based on your profile and performance in the selection process. You have been 

selected for the position of Graduate Trainee in Grade YG. Your gross salary including all 

benefits will be `1,90,926/- per annum, as per the terms and conditions set out herein. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 

accepted within 7 Days, this offer is liable to lapse at the discretion of TCS this offer will be 

automatically withdrawn. 

After you accept this offer, you will be given a joining letter indicating the details of your joining 

date and initial place of posting. The Joining letter will be issued to you only upon successful 

completion of your academic course and you meeting the TCS eligibility criteria. 

You will also be issued a letter of appointment at the time of your joining after completing joining 

formalities as per company policy. Your offer is subject to a positive background check. 

COMPENSATION AND BENEFITS

BASIC SALARY

You will be eligible for a basic salary of `7,950/- per month. 

1TCS Confidential
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BOUQUET OF BENEFITS (BoB)

Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 

defined framework, twice in a financial year. All the components will be disbursed on a monthly 

basis. 

The components under Bouquet of Benefits are listed below. The amounts given here for each of 

the components below are as per pre-defined structure. However you may want to re-distribute 

the BoB amount between the components as per your tax plan, once you join TCSL. To design 

your Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 

"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 

will be deducting tax at source as per income tax guidelines. 

1. House Rent Allowance (HRA)

Your HRA will be `3,180/- per month. While restructuring your BoB amount to 

various components, it is mandatory that at least 5% of monthly basic pay be allocated 

towards HRA. 

2. Leave Travel Allowance

You will be eligible for annual Leave Travel Allowance which is equivalent to one month's 

basic salary or a pro-rata amount in case you join during the financial year. This will be 

disbursed on a monthly basis along with the monthly salary. To avail income tax benefits, 

you need to apply for a minimum of three days of leave and submit supporting travel 

documents. 

3. Personal Allowance

You will be eligible for a monthly personal allowance of of `0/- per month. This 

component is subject to review and may change as per TCSL's compensation policy. 

4. Food Card

You will be eligible for a Food Card. It can be used to purchase food items at all domestic 

VISA enabled restaurants and fast food restaurants including TCS cafeterias.As per the 

Pre-Defined structure you will be eligible for a Food Card with an amount of `500/- 

being credited to this card per month. However you may want to re-distribute the BoB 

amount between the components as per your tax plan, once you join TCSL. 

PERFORMANCE PAY

Monthly Performance Pay

You will receive a monthly performance pay of `1,500/-. The same will be reviewed on 

completion of your first Anniversary with the company and will undergo a change basis your own 

ongoing individual performance. 
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This Pay shall be treated as productivity bonus in lieu of statutory profit bonus. 

OTHER BENEFITS

Health Insurance Scheme

TCSL brings the benefit of health insurance cover to you and your dependants under the 

company's Health Insurance Scheme(HIS). 

HIS offers the following benefits: 

1. Basic Cover

i. Entitlement - Includes domiciliary expenses up to `6,000/- per insured person per 

annum and basic hospitalization expenses up to `2,00,000/- per insured person per 

annum. 

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 

provided these members are explicitly enrolled by you under the scheme. Additionally, if 

you wish to cover dependent parents/parents-in-law or remaining children, the applicable 

premium per insured person is to be borne by you. 

2. Higher Hospitalisation

Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your 

enrolled dependents will be automatically covered under Higher Hospitalisation benefits. 

i. Entitlement - You and your enrolled dependants will be entitled for `12, 00,000/- as a 

family floater coverage towards hospitalisation expenses, over and above the individual 

basic coverage. 

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 

salary and the differential premium will be borne by TCSL. 

Maternity Leave

Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 

commissioning mother,may avail maternity leave for twelve weeks. For more details on the 

benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave. 

Loans

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

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT)

You will become a member of the TWT, on completion of continuous association of one year 
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from the date of joining TCSL. A nominal annual membership fee of `250/- will be recovered 

from you for the same. The Trust provides financial assistance by way of grants/ loans in 

accordance with the rules framed by the Trust from time to time for medical and educational 

purposes and in case of death of members while in service. 

Professional Memberships

You will be eligible for reimbursement of expenses towards professional membership as per 

TCSL's policy. 

RETIRALS

Provident Fund

You will be a member of the Provident Fund as per the provisions of "The Employees Provident 

Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic 

salary every month as per the provisions of the said Act. 

Gratuity

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

TERMS AND CONDITIONS

1. Aggregate Percentage Requirements

Your appointment will be subject to your scoring minimum aggregate (aggregate of all 

subjects in all semesters) marks of 50% or above (or equivalent CGPA as per the 

conversion formula prescribed by the Board / University) in the first attempt in each of 

your Standard Xth, Standard XIIth, Diploma (if applicable) and highest qualification 

(Graduation/ Post Graduation as applicable) which includes successful completion of your 

final semester/year without any pending arrears/backlogs. As per the TCSL eligibility 

criteria, marks/CGPA obtained during the normal duration of the course only will be 

considered to decide on the eligibility. 

As communicated to you through various forums during the recruitment process, your 

appointment is subject to completion of your course within the stipulated time as specified 

by your University/Institute and as per TCSL selection guidelines. 

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 

work experience. The management reserves the r ight to withdraw/revoke the 

offer/appointment at any time at its sole discretion in case any discrepancy or false 

information is found in the details submitted by you. 

2. Training Period

You will be required to undergo class room and on the job training in the first twelve 
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months (including the TCS Xperience Program as set out herein below), during which 

period you will be appraised for satisfactory performance during/after which TCSL would 

normally confirm you. 

This confirmation will be communicated to you in writing. If your performance is found 

unsatisfactory during the training period, the company may afford you opportunities to 

assist you and enable you to improve your performance. If your performance is still found 

unsatisfactory, TCSL may terminate your traineeship forthwith. 

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 

time if your performance is not found satisfactory. The terms and conditions of the training 

will be governed by TCSL's training policy. TCSL reserves the right to modify or amend 

the training policy. 

If you remain unauthorizedly absent for a consecutive period of 3 days during the training 

program, you shall be deemed to have abandoned your traineeship and your name will 

automatically stand discontinued from the list of TCS Xperience trainees without any 

further intimation/separate communication to you. 

3. Working Hours

Your working hours are governed by applicable law. You may be required to work in shifts 

and/or over time depending upon the business exigencies as permitted by law. 

4. Mobility

TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 

affiliated companies in India or outside India, on the terms and conditions as applicable to 

you at the time of transfer. 

5. Compensation Structure / Salary components

The compensation structure/salary components are subject to change as per TCSL's 

compensation policy from time to time at its sole discretion. 

6. Increments and Promotions

Your performance and contribution to TCSL will be an important consideration for salary 

increments and promotions. Salary increments and promotions will be based on TCSL's 

Compensation and Promotion policy. 

7. Alternative Occupation / Employment

Either during the period of your traineeship or during the period of your employment as a 

confirmed employee of TCSL, you are not permitted to undertake any other employment, 

business, assume any public or private office, honorary or remunerative, without the prior 

written permission of TCSL. 
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8. Confidentiality Agreement

As part of your acceptance of this appointment as an employee with TCS you are 

required to maintain strict confidentiality of the intellectual property rights protected 

information and other business information of TCS and its clients which may be revealed 

to you by TCS or which may in the course of your engagement with TCS come your 

possession or knowledge unless specifically authorized to do so in writing by TCS. This 

Confidentiality Clause shall survive the termination or earlier determination of this 

Appointment. The detailed Confidentiality related terms and conditions are set out in 

Annexure 3. 

9. Service Agreement

As TCSL will be incurring considerable expenditure on your training, you will be required 

to execute an agreement, to serve TCSL for a minimum period of 1 year after joining, 

failing which, you (and your surety) will be liable to pay TCSL `50,000/-towards the 

training expenditure. Service agreement duration of one year refers to continuous service 

of 12 months from date of joining TCSL and excludes the duration of Leave without pay 

(LWP) and/or unauthorized absence, if any. 

10. Overseas International Assignment Agreement

I f  you are on international assignment, you wil l  be covered by the TCS India 

Policy-International Assignments (from India to other Countries) from the date of 

placement for an international assignment. Accordingly, you will be required to sign the 

Overseas International Assignment Agreement/s and any other applicable related 

documents pertaining to the international assignment for which you are being placed In 

case of every international assignment that exceeds 30 days, you will be required to 

serve TCSL as per the Notice Period mentioned below. 

This is to ensure that the knowledge and information gained by you during your 

assignment is shared and available to TCSL and its associates. This transfer of 

knowledge and information is essential for TCSL to continue to serve its clients and 

customers better. If you are deputed internationally for training, you will be required to 

sign an agreement to serve TCSL for a minimum period of 6 months on completion of 

training. 

11. Terms and Conditions

The above terms and conditions of employment are specific to your employment in India 

and there can be changes to the said terms and conditions in case of deputation on 

international assignments during the course of your employment. 
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12. TATA Code of Conduct

You are required to sign the TATA Code of Conduct and follow the same in your 

day-to-day conduct as an associate of TCSL. 

13. Notice Period

During your tenure with TCSL, either you or TCSL may terminate your traineeship / 

employment under this Agreement by providing 90 days written notice. The company 

reserves the right, to ask you to complete the notice period or adjust the earned vacation 

in lieu of entire or partial notice period. If your services, behaviour and/ or performance 

are not found satisfactory, TCSL may terminate your services by giving notice as 

mentioned herein above. No notice or payment in lieu thereof shall be applicable if your 

services are discontinued/terminated on account of any misconduct either during your 

traineeship period or upon completion of the traineeship period. 

You will be liable to pay TCSL `50,000/- in case you fail to serve TCSL for a minimum 

period of 1 year after joining in accordance with the Service Agreement clause. 

If you are covered under International Assignment Agreement, either you or TCSL can 

terminate the traineeship/appointment by giving 90 calendar days written notice as set out 

in the Separation Policy of TCSL. TCSL reserves the right if it is in the interest of the 

business and current assignment, to ask you to complete your notice period. 

14. Retirement

You will retire from the services of TCSL on reaching your 60th birthday as per the proof 

of age submitted by you at the time of joining. 

15. Pre-employment Medical Certificate

You are required to submit a Medical Certificate of Fitness (in the format prescribed by 

TCSL) which needs to be verified by a registered medical practitioner having a minimum 

qualification of MBBS to the Induction Coordinator. 

16. Employment of Non Indian Citizens

In case, you are not a citizen of India, this offer is subject to your obtaining a work permit 

and / or any other permissions and / or documentation as prescribed by the Government 

of India. 

17. Background Check

Your association with TCSL will be subject to a background check in line with TCSL's 

background check policy. A specially appointed agency will conduct internal and external 

background checks. Normally, such checks are completed within one month of joining.If 

the background check reveals unfavourable results, you will be liable to disciplinary action 
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including termination of traineeship/service without notice. 

18. Submission of Documents

Please note that you should initiate and complete the upload of mandatory documents on 

the nextstep portal as soon as the offer letter is accepted (subject to availability of the 

documents) 

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

- Permanent Account Number (PAN) Card - You are required to submit a copy of your PAN 

  card along with other joining forms, immediately on joining. As per Indian Income Tax 

  rules, the PAN number is a mandatory requirement for processing salary

- Aadhaar Card

- Standard X and XII/Diploma mark sheets & Certificate

- Degree certificate/Provisional Degree Certificate and mark sheets for all semesters of 

  Graduation

- Degree certificate and mark sheets for all semesters of your Post Graduation(if you are a 

  Postgraduate)

- Overseas Citizenship of India (applicable if you are not an Indian Nationality). For 

  Srilankan Refugee, a Refugee Identity card along with Work Permit is required

- Birth Affidavit on Rs100 stamp paper, if Birth Certificate not in English

- Any other affidavits on Rs100 stamp paper if applicable (name affidavit for multiple

names, signature affidavits,

  address affidavits etc.)

- Passport / Acknowledgement letter of passport application

- Gap/Break in career affidavit on Rs100 stamp paper, if gap is more than 6 months

- 4 passport sized photographs

- Medical Certificate (Should be made on the format provided by TCS along with the 

  Joining letter)

- An affidavit/notarized undertaking (Non-Criminal Affidavit, should be made on the format 

  provided by TCSL) stating :

  *There is no criminal offence registered/pending against you

  *There is no disciplinary case pending against you in the university

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

employer 

The original documents will be returned to you after verification.

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

 *PAN Card (Permanent Account Number)

 *Aadhaar Card (Not applicable for Nepal & Bhutan Citizenship)

 *Passport

 *NSR E-Card

19.  TCS Xperience Program

On joining TCSL, you will be given the benefit of formal training (TCS Xperience Program) 

at our offices, as identified, for such period as TCSL may decide. 

The said training forms a critical part of your employment with TCSL and is an ongoing 

process. TCSL continues to make investment on training and continuing education of its 

professionals. This will be of immense value to you as a professional and a large part of 

the ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 

process and a formal evaluation will be carried out during the training. The evaluation 

criteria which will be very transparent will be used as a basis for allocating people to 

projects/roles. We would request that the training be taken very seriously to enable you to 

add maximum value to your professional and personal growth. 

20. Letter of Appointment

You will be issued a letter of appointment at the time of your joining and after completing 

joining formalities as per TCSL policy. 

21. Rules and Regulations of the Company

Your appointment will be governed by the policies, rules, regulations, practices, 

processes and procedures of TCSL as applicable to you and the changes therein from 

time to time.The changes in the Policies will automatically be binding on you and no 

separate individual communication or notice will be served to this effect. However, the 

same shall be communicated on internal portal/Ultimatix. 

22. Compliance to all clauses

You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to 

fulfill one or more of the terms and conditions and/or failure to clear one or more tests 

successfully would entitle TCSL to withdraw this offer letter anytime at its sole discretion. 
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23. Data Privacy Clause:

(a) Your personal data collected and developed during recruitment process will be 

processed in accordance with the TCS Data Privacy Policy. The personal data referred 

therein are details related to contact, family, education, personal identifiers issued by 

government, social profile, background references, previous employment and experience, 

medical history, skillset, proficiency and certifications, job profile and your career 

aspirations. 

(b) It will be processed for various organizational purposes such as  recruitment, 

onboarding, background check, project assignment, performance management, job 

rotation, career development including at leadership level, diversity and inclusion 

initiatives, global mobility, wellness program, statutory and legal requirements and 

specific organizational initiatives in force during your tenure in TCS. 

(c) After you join TCS, there would be more sets of Personal Information (PI) attributes 

processed for various legitimate purposes. All of it will be processed with compliance to 

applicable laws and the TCS Data Privacy Policy. In some scenarios of your PI 

processing, you will be provided with appropriate notice and/or explicit consent might be 

obtained from time to time. 

(d) For the purposes mentioned above, your required PI may be shared with specific 

vendor organizations who provide services to TCS, e.g.  background check, health 

insurance, counselling, travel, transport and visa, payroll services, associate engagement 

activities, and financial and taxation services. 

(e) As TCS is a global company, your PI may be shared with entities outside India, limited 

for the purposes mentioned above and/or in this offer letter. 

(f) In case of oversees deputation, available privacy rights would be governed as per 

regulatory provisions and / or TCS policies/notice provided applicable at your overseas 

location. 
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Withdrawal of Offer

If you fail to accept the offer from TCSL within 7 Days, it will be construed that you are not 

interested in this employment and this offer will be automatically withdrawn. 

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 

letter, the offer will stand automatically terminated at the discretion of TCSL. 

We look forward to having you in our global team 

Yours Sincerely, 
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For TATA Consultancy Services Limited

Girish V. Nandimath

Global Head Talent Acquisition & AIP

Click here or use a QR code scanner from your mobile

to validate the offer letter

Encl: Annexure 1: Benefits and Gross Salary

         Annexure 2: List of TCS Xperience Centres  

         Annexure 3: Confidentiality and IP Terms  



GROSS SALARY SHEET Annexure 1

Name Sangeetha  R

Designation Graduate Trainee

Institute Name Anna Adarsh College For Women

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary         7,950        95,400

Bouquet Of Benefits #         4,343        52,110

2) Performance Pay

Monthly Performance Pay         1,500        18,000

3) Annual Components/Retirals

Health Insurance*** NA         4,000

Provident Fund           954        11,448

Gratuity           382         4,589

ESI Contribution##         5,379

Total of Annual Components & Retirals         1,336        20,037

TOTAL GROSS        15,129      1,90,926

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

defined Structure as given in Table 2 will be applicable.

##Contribution towards Employees' State Insurance borne by TCS.

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

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

Component Category Monthly Annual

House Rent Allowance         3,180        38,160

Leave Travel Assistance           663         7,950

Food Card           500         6,000

Personal Allowance             0             0

GROSS BOUQUET OF BENEFITS         4,343        52,110
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Annexure 2
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Annexure 3

Confidentiality and IP Terms and Conditions 

Confidentiality and IP Terms and Conditions - Annexure 3: 

1. Confidential Information

"Confidential Information" shall mean all Inventions and Know-how, information and 

material of TCS (including for avoidance of doubt any Confidential Information of its 

Clients) that comes into the possession or know of the Associate and shall include the 

following: 

(a) Any and all information processing programs, software, properties, items, information, 

data, material or any nature whatsoever or any parts thereof, additions thereto and 

materials related thereto, produced or created at any time by TCS or the Associate in the 

course of or in connection with or arising out of the Associate's association with TCS. 

Program/Software shall mean source code and/or machine instructions wherever resident 

and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, 

manufacture, operation, specifications, use and services of the TCS equipment and 

components, including, but not limited to, engineering and laboratory notebooks, reports, 

process data, test data, performance data, inventions, trade secrets, systems, software, 

object codes, source codes, copyrighted matters, methods, drawings, computations, 

calculations, computer programs, narrations, flow charts and all documentation therefore 

and all copies thereof (including for avoidance of doubt any such material belonging to the 

Clients of TCS). 

(c) Corporate strategies and other confidential and proprietary material and information, 

which could cause competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, 

gathered or collected or obtained by the Associate in the course of or arising out of the 

association with TCS or while in or in connection with or for the purposes of his/her 

association with TCS or any of the operations and entrusted by TCS to the Associate. 
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2. Associate's Obligations

Associate agrees to treat the Confidential Information as strictly confidential and a trade 

secret of TCS. Associate agrees not to use, or cause to be used, or disclose or divulge or 

part with either directly or indirectly the Confidential Information for the benefit of or to any 

third parties except for or on behalf of or as directed or authorized by TCS or to a person 

having a valid contract with or need under TCS, any Confidential Information. Upon 

termination of employment, the Associate agrees to surrender to TCS all Confidential 

Information that he or she may then possess or have under his or her control. 

3. Intellectual Property Rights

Associate agrees and confirms that all intellectual property rights in the Confidential 

Information shall at all times vest in and remain with or belong to TCS and Associate shall 

have no right title or claim of any nature whatsoever in the Confidential Information. 

Associate shall promptly disclose to an authorized officer of TCS all inventions, ideas, 

innovations, discoveries, improvements, suggestions, or reports and enhancements 

made, created, developed, conceived or devised by him or her arising out of his or her 

engagement with TCS, including in the course of provision of services to the Clients of 

TCS and Associate hereby agrees and confirms that all such intellectual property rights 

shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 

TCS any interests Associate may have in such intellectual property rights including any 

interest in and to any domestic or foreign patent rights, trademarks, trade names 

copyrights and trade secret rights therein and any renewals thereof. On request of TCS, 

Associate shall execute from time to time, during or after the termination of his or her 

employment, such further instruments, including without limitations, applications for letters 

of patent, trademarks, trade names and copyrights or assignments thereof, as may be 

deemed necessary or desirable by TCS to perfect the title of TCS in the intellectual 

property rights and to effectuate the provisions hereof. All expenses of fill ing or 

prosecuting any application for patents, trademarks, trade names, or copyrights shall be 

borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any 

such applications. Associate hereby expressly waives any "artist's rights" or "moral 

rights", which Associate might otherwise have in such intellectual property rights. 
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4. Prior knowledge

Associate acknowledges that prior to his or her appointment by TCS, he or she had no 

knowledge of the Confidential Information of TCS and that such Confidential Information 

is of a confidential and secret character and is vital to the continued success of TCS's 

business. Associate further acknowledges that he or she is associated with TCS in a 

capacity in which he or she will become acquainted with all or part of such Confidential 

Information. In order to safeguard the legitimate interests of TCS in such Confidential 

Information, it is necessary for TCS to protect such Confidential Information by holding it 

secret and confidential. 

5. Use of third party material

Associate expressly agrees that it shall not in the course of his or her association with 

TCS and while working on the premises or facilities of TCS or its Clients or in connection 

with the development of any intellectual property rights or work for or on behalf of TCS, 

use any third party material or intellectual property rights except those intellectual 

property rights provided by TCS or expressly authorised by TCS or without having proper 

authorisation or license or approval of the respective owner of such intellectual property 

rights. 

6. Security policies and Guidelines.

Associate agrees to abide by and be bound by any and all policies, documents, 

guidelines and processes including IP, Security and Confidentiality of TCS in force from 

time to time whether expressly endorsed or not. 

7. Restriction on Associate's Rights

Associate agrees that he or she shall not make, have made, replicate, reproduce, use, 

sell, incorporate or otherwise exploit, for his or her own use or for any other purpose, any 

of the Confidential Information including intellectual properties of TCS that is or may be 

revealed to him or her by TCS or which may in the course of his or her employment with 

TCS come into his or her possession or knowledge unless specifically authorized to do so 

in writing by TCS. 

8. No License

TCS and Associate agree that no license under any patent or copyright now existing or 

hereafter obtained by TCS is granted, agreed to be granted, or implied by the terms of 

this Agreement, or by the disclosure to Associate of the Confidential Information. 
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9. Equitable Rights

Associate acknowledges that any Confidential Information that comes into the possession 

and / or knowledge of Associate is of a unique, highly confidential and proprietary nature. 

It is further acknowledged by Associate that the disclosure, distribution, dissemination and 

/ or release by Associate of the Confidential Information without the prior written consent 

of TCS or any breach of this Agreement by Associate will cause TCS to suffer severe, 

immediate and irreparable damage and that upon any such breach or any threat thereof, 

TCS shall without prejudice to any other remedies available to it, be entitled to 

appropriate equitable relief including the relief of specific performance and injunctive 

relief, in addition to whatever remedies it might have at law. 

10.  General

(a) The provisions hereof shall be interpreted, determined and enforced in accordance 

with the laws of India. 

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 

herein contained or may claim or liability of any party including that of surety, the same 

shall be referred to a person to be nominated by TCS, whose decision shall be final and 

binding upon the parties hereto. Subject to the above, the arbitration shall be governed by 

the Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 

Associate confirms that the fact that the arbitrator shall be a nominee of TCS shall not be 

a ground for objecting to such arbitration or challenging the decision of the arbitrator. The 

venue of arbitration shall be Mumbai. Subject to the above arbitration clause, the Parties 

agreed to the binding jurisdiction of the Courts at Mumbai under the laws of India. 

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing 

law, it shall be deemed null and void without annulling or rendering invalid the remainder 

of the Agreement and if the invalid portion is such that the remainder cannot be sustained 

without it, the Parties herein shall find a suitable replacement to the invalid portion that 

shall be legally valid. 

(d) This Confidentiality clause along with other documents executed by Associate or 

referenced in any such documents constitutes the entire understanding between the 

parties and supersedes all prior agreements and understandings pertaining to the subject 

matter thereof. No delay of omission of either Party in exercising or enforcing any of their 

rights or remedies hereunder shall constitute a waiver thereof. 
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(e) This Confidentiality clause may not be amended except in writing signed by authorized 

representatives of both parties. 

(f) The obligations of Associate in terms of this Confidentiality clause shall continue during 

the term of or in the course of the employment of the Associate with TCS and shall 

continue thereafter in perpetuity. 
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Provisional Offer : BUSINESS PROCESS SERVICES

Ref: TCSL/DT20218370574/Chennai/BPS/BTN

Date:13/08/2021

Dear Ms.  Thilagavathi H Harikrishnan,

Sub: Letter of Provisional Offer and Terms of Employment.

Thank you for exploring opportunities with Tata Consultancy Services Limited(TCSL). You have 

successfully completed our initial selection process and we are pleased to make you a provisional 

offer of Traineeship. 

You have been selected for a twelve month traineeship program at grade BPOS. You will receive a 

fixed monthly stipend during your internship. Your stipend amount will be decided on the basis of 

joining location and the process in which you will get allocation. The same will be communicated to 

you along with the detailed offer letter. 

Kindly confirm your acceptance on the traineeship offered by signing Annexure 1. If not accepted 

within 30 days of receipt, this offer of traineeship is liable to lapse at the discretion of the Company. 

This is a provisional offer of traineeship and should not be construed as an Offer of Employment 

from TCSL. A detailed offer of traineeship will follow within 7 days from completion of all 

documentation formalities and your aforesaid acceptance on this provisional offer. The Offer of 

traineeship will be made to you provided this - opportunity continues to be available with TCSL. 

Your traineeship with TCS is subject to your being declared medically fit and retaining that fitness 

during the tenure in the company and your Background / Reference check being favourable and 

acceptable to the Company. 

On joining and successful completion of all Joining formalities including the back ground verification, 

you will be issued a Letter of Appointment by TCSL. 

Your appointment will be governed by the policies, rules, regulations, practices, processes and 

procedures of TCSL as applicable to you and the changes therein from time to time. 

1Private and Confidential
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Please also note, TCS BPS provides company transport facility within a pre-defined radius for each 

location as defined in the company transport policy. Those living beyond these boundaries would be 

required to make their own arrangements to reach the nearest location convenient to them from 

where they can be picked up or dropped. 

Yours Sincerely, 

For Tata Consultancy Services Limited. 

2Private and Confidential

TCSL/DT20218370574

Girish V. Nandimath

Global Head Talent Acquisition & AIP

Click Here or use a QR code scanner from your

mobile to validate the offer letter

ANNEXURE 1

For the candidate to complete:

This is to confirm that I have received & hereby accept the Provisional Letter of Traineeship Ref 

No TCSL/DT20218370574/Chennai/BPS/BTN on ________________(DD/MMM/YYYY).

Signature:

Name:

Date:
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07-Jun-2021

  
Dear Dharshini S,
B.Sc., Physics
Anna Adarsh College For Women

 
Candidate ID – 16395115

  
Thank you for exploring career opportunities with Cognizant Technology Solutions India Private
Limited ("Cognizant").You have successfully cleared our initial selection process and we are pleased to
make you an offer of employment. This offer is based on your profile and performance in the selection
process.

 
You have been selected for the position of Programmer Trainee

 
During your probation period of 12 months, which includes your training program, you will be entitled to an
Annual Total Remuneration (ATR) of INR 251,999/-. This includes an annual target incentive of INR 12,000
/- as well as Cognizant's contribution of INR 19,500/- towards benefits such as Medical, Accident and Life
Insurance. The incentive amount may vary, depending on Cognizant's performance and your performance.
The other details about your compensation are detailed in Compensation and Benefits. Your
compensation is highly confidential and if the need arises, you may discuss it only with your Manager.

 
On successful completion of the probation period, clearing the required training assessments and subject
to you being part of a delivery project, your Annual Total Remuneration (ATR) would stand revised to INR
Rs.284,111/-. This includes an annual target incentive of INR 12,000/- as well as Cognizant's contribution
towards benefits such as Medical, Accident and Life Insurance, as applicable.

 
Your appointment will be governed by the terms and conditions of employment as presented in
Employment Agreement. You will also be governed by the other rules, regulations and practices in vogue
and those that may change from time to time.

 
This offer of employment is subject to your fulfillment of other pre-requirements as detailed in this letter and
other communications shared with you.

 
Please note:

 
1. This appointment is subject to satisfactory professional reference checks and you securing a minimum
of 60% aggregate (all subjects taken into consideration) with no standing arrears in your Graduation/Post-
Graduation.

 
This offer from Cognizant is valid for 3 months and hence you are expected to accept or decline the offer
through the company's online portal within this time-period. In case we do not receive any response from
you within this time-period, this Offer shall stand withdrawn and will be considered as void. Any extension
to the offer validity will be at the sole discretion of Cognizant

 
2. Prior to commencing employment with Cognizant you must provide Cognizant with evidence of your
right to work in India and other such documents as Cognizant may request.

 
3. Prior to joining Cognizant, you must successfully complete the prescribed Internship or  Continuous Skill
Development (CSD) program  as detailed below:

 
At Cognizant, we invest in skill and capability development of our campus selects even before they join us.
This is through Cognizant Internship and Continuous Skill Development (CSD) program. These programs
focuses primarily on technical skills development. You could enroll in either of these as per your college
processes while in the final semester and continue with skill building until you join Cognizant. This forms a
critical part of your employment with Cognizant. Your onboarding with Cognizant would be prioritized
based on the successful completion of same. In event of non-completion of the Internship or Continuous
Skill Development program, Cognizant may at its sole discretion revoke this offer of employment.
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3.1 Cognizant Internship:

 
a) Cognizant Internship is for approximately 3 to 6 months based on business skilling requirements. The
performance during Internship would be monitored through formal evaluations and rewarded with monthly
stipend. The stipend details would be notified upon your registration for Internship.

 
b) Interns are covered under Cognizant's calendar holidays and need to adhere with attendance
requirements and pre-approvals are to be sought towards unavoidable leave or break requests from the
program.

 
3.2 Continuous Skill Development (CSD) Program:

 
a) CSD program is offered through a platform based engagement model combined with integrated skill
assessment and certifications as the CSD program completion criteria. Upon meeting the completion
criteria of the CSD program, enrolled candidates would be eligible for a one-time Cognizant CSD rewards
post joining Cognizant. The Cognizant CSD reward details would be provided after your enrollment into the
program.

 
b) There would be zero tolerance to malpractices and misconduct during Internship and CSD engagement.
Any such misconduct would lead to appropriate disciplinary action including the revocation of this
employment offer. Cognizant reserves clauses regarding IT infrastructure, if applicable and access to
information and material of Cognizant during the period and could modify or amend the Cognizant
Internship and CSD program terms and conditions from time to time.

 
3.3 GenC Training Post joining:

 
a) Cognizant continues to invest in skill building of the entry-level talent and GenC training is a formal on-
the-job training offered to trainees based on the business specific skilling needs. The terms and conditions
of this training will be governed by Cognizant GenC program guidelines.

 
b) The Cognizant Internship or the Continuous Skill Development (CSD) completion may qualify as the
entry criteria to the GenC training and is used as basis towards your allocation to projects/roles.

 
We look forward to you joining us. Should you have any further questions or clarifications, please log into
https://campus2Cognizant.cognizant.com

 
Yours sincerely,
For Cognizant Technology Solutions India Pvt. Ltd.

Maya Sreekumar

Vice President – Human Resources

 
I have read the offer, understood and accept the above mentioned terms and conditions.

 
Signature:                                                                            Date:

https://campus2Cognizant.cognizant.com
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                                                 Compensation and Benefits

Name: Dharshini S Designation: Programmer Trainee

Sl. No. Description Monthly Yearly

1 Basic 6500 78,000

2 HRA* 2600 31,200

3 Company's contribution of PF # 1475.892857 17,711

4 Advance Statutory Bonus*** 2000 24,000

5 Special Allowance* 5330 63,960

6
Company's Contribution of ESI @ 3.25% of Monthly Gross 
minus statutory exclusions

469 5,628

Annual Gross Compensation 220,499

Incentive Indication (per annum)** 12,000

Annual Total Compensation 232,499

Company's contribution towards benefits (Medical, Accident
and Life Insurance)

19,500

Annual Total Remuneration 251,999

 
As an associate you are also entitled to the following additional benefits:

  
• Floating Medical Insurance Coverage 

• Round the Clock Group Personal Accident Insurance coverage 

• Group Term Life Insurance

• Employees' Compensation Insurance benefit as per the Employees' Compensation Act, 2010

• Gratuity, on separation after 4 years and 240 calendar days of continuous service, payable as per

Payment of Gratuity Act
  
Leave & Vacation:

 
• From the Date of your Joining, you will be entitled with the below mentioned leaves as per your eligibility

in line with the statutory requirements. You shall be entitled to avail the leaves only with prior approval from
your Manager
  

SI No Category of Leave No. of leave days

1 Earned Leave 18

2 Sick Leave 12

3 Casual Leave 6

  

• From date of joining, women associates will be entitled to maternity leave based on eligibility as specified

in the Maternity Benefit Act

• In addition to the above, as per Cognizant policy, you are eligible for child adoption leave and paternity

leave by adhering to the conditions as specified in the Cognizant India Leave policy
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Provident Fund Wages:
  

• For the purpose of computing PF Wages to Provident Fund, Pension Fund & EDLI Scheme, PF Wages

shall be Monthly Gross Salary as per Annexure A of this letter excluding "Advance Statutory Bonus" &
"House Rent Allowance" will be considered. This does not include payments made through "Special
Payout". 

• Determination of PF Wages for the purpose of contribution: PF contribution shall be payable on the

earned PF wages or PF wages as per this letter, whichever is lesser

 
Employees State Insurance:

 
• Eligibility to ESI shall be decided by deducting the Advanced Statutory Bonus, Employer PF & ESI

contribution from the monthly Gross Compensation (AGC/12) as per Annexure A of this letter.

• Monthly ESI contribution will be computed on total remuneration paid to an Associate in a particular

month which includes any recurring (or) adhoc special payouts during the month.

• ESI shall be continued till end of the contribution period (Apr to Sep & Oct to Mar), if the Associate

contributes even for one month in the said contribution period.

 
* Flexible Benefit Plan: Your compensation has been structured to ensure that you are adequately
empowered to apportion components of your salary in a manner that suits you the best. This plan will
enable you to
1. Choose from a bouquet of allowance or benefits
2. Redefine your salary structure within prescribed guidelines
3. Optimize your earnings

 
** Incentive Indication: Incentive amount may be higher, lower, or nil as per the terms described herein. 
The incentive program is discretionary, subject to change, and based on individual and company
performance.  It is prorated to the duration spent with Cognizant India for the calendar year and will be paid
to you only if you are active on Cognizant's payroll on the day of incentive payout.

 
*** Advance Statutory Bonus is in line with the provisions of Payment of Bonus Act, 1965.

 
Note: Any statutory revision of Provident Fund/ESI Contribution or any other similar statutory benefits will
result in a change in the Net take home salary and the Annual Gross Compensation will remain the same.
Cognizant has made this offer in good faith after expending significant time and resources in the hiring
process. We hope you will join us, but appreciate your right to pursue another path. Your formal
commitment to joining us forms the basis of further planning and client communication at Cognizant. If you
renege on the commitment and decide not to join us after signing the offer letter, Cognizant reserves the
right to not consider you for future career opportunities in the company. We look forward to welcoming you
to Cognizant.
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Employment Agreement – Cognizant Technology Solutions India Private Limited

 
 
This Employment Agreement ("Agreement") is made effective as of ______________________between:

 
Cognizant Technology Solutions India Private Limited, a company incorporated under the Companies Act,
1956 with its registered office at 5/535, Okkiam Thoraipakkam, Old Mahabalipuram Road, Chennai -
600096, Tamil Nadu, India; (hereinafter referred to as "Company" or "Cognizant" which expression shall
unless repugnant to the context or meaning thereof, be deemed to mean and include its successors and
assigns) of the ONE PART;
AND

 
Dharshini S, 21, residing at ____________________________________ (hereinafter referred to as "you",
"your" or "yourself", which expression shall unless repugnant to the context or meaning thereof, be deemed
to mean and include his/her heirs, executors and administrators) of the OTHER PART.
The Company and you are, wherever the context so requires, hereinafter collectively referred to as the
"Parties" and individually as "Party".

 
RECITAL:

 
WHEREAS, you desire to be employed by the Company and the Company has made an employment offer
("Employment Offer Letter") to you and in pursuance thereof desires to employ you on the terms and
conditions set forth below.

 
NOW, THEREFORE, in consideration of the mutual promises, covenants and conditions set forth herein,
the Parties hereto mutually agree to the below mentioned terms and conditions governing your
employment with Cognizant:

 
1. Duties and Responsibilities

 
a. You agree that at all times during your employment with Cognizant, you will faithfully, industriously, and
to the best of your skill, ability, experience and talent, perform any and all of the duties required of your
position. In carrying out these duties and responsibilities, you shall comply with all policies, procedures,
rules and regulations, both written and oral, as are announced or implemented by the Company from time
to time, and shall honour and comply with all rules and statutory requirements under applicable law as
amended from time to time, in letter and spirit.
b. Your unprofessional behavior or misconduct in violation of Cognizant's Code of Business Ethics and/or
other organizational policies shall entitle the Company to take appropriate disciplinary action(s) including
termination of your employment.
c. You shall, at all times, maintain satisfactory performance and upskill yourself in accordance with the
business requirements of the Company. Unsatisfactory or poor performance shall entitle Company to take
appropriate disciplinary action(s) including termination of your employment.

 
2. Place of Employment

 
You will be employed at any one of Cognizant's offices as per business requirement. The Company
reserves the right to transfer you on a temporary or permanent basis to the other office locations, functions
or departments within the Company and/or other affiliated entities and assign such other duties as may be
deemed fit in the interest of the Company. The Company also reserves the right to require you to work
remotely from time to time as per business needs or government mandate.

 
3. No Alternate Employment, No Conflict, Etc.

 
During your employment with the Company, you shall not, without the Company's prior written consent,
directly or indirectly employ or engage with any other person, business or entity, whether or not for any
gain or profit, irrespective of whether it is during or outside your hours of work in the Company.
Additionally, you are not allowed to undertake any other gainful employment, engagement, business,
assume any public office or private office, honorary or remunerative position, without prior written
permission of the Company. During your employment with the Company, you shall not directly or indirectly
engage in any conduct in conflict with or averse to the best interests of the Company, as determined by the
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Company at its sole discretion. In addition, you shall not disclose, divulge or bring on to Cognizant's
systems or offices, your prior employer's and/or their clients' proprietary or confidential information, or
violate any agreement or obligations that you have with them. 

 
4. Confidentiality 

 
a. During the course of your employment with the Company, you shall have access to information and/or
documents of the Company, its affiliates, its clients or certain third parties' (with which the Company has
any dealings), which information and/or documents are private, business sensitive, confidential and/or
proprietary (together, the "Confidential Information"). You are obliged to keep the Confidential Information
as secret and must not, without prior and specific written permission from the Company, disclose any such
information, received from whatever source and however you may learn it, to any person or third party.
b. Any breach of your confidentiality obligations as specified above may be a cause for termination of your
employment with the Company, besides the Company's entitlement to initiate legal action against you for
such breach. The obligations imposed upon you under this clause 5 will survive even after cessation of
your employment with the Company. 
c. You shall not take copies of any Confidential Information for your own purposes without prior permission
of the Company and forthwith upon termination of your employment with the Company, you shall return to
the Company all such copies of Confidential Information including but not limited to documents, records
and accounts in any form (including electronic, mechanical, photographic & optical recording) relating to
matters concerning the business or dealings or affairs of the Company. 
d. You shall not, during your employment with the Company and at all times thereafter, do or say anything
that may cause direct or indirect damage to the business of the Company, its affiliates or their clients. 
e. You shall be governed by Cognizant's Social Media Policy and shall, at all times, refrain from posting
potentially malicious, libelous, obscene, political, anti-social, abusive, and threatening messages or
disparaging clients, associates, competitors, or suppliers or any third parties. 
f. You will not make any false, defamatory or disparaging statements about Cognizant, its clients, or any
other employees or directors, irrespective of whether any such statements are likely to cause damage to
any such entity or person.
g. The Company reserves the right to require you to sign confidentiality and non-disclosure agreements
with any clients on whose project you are being assigned on behalf of the Company.

 
5. Data Protection

 
By signing below,

 
a. you hereby provide your consent to Cognizant, its affiliates and their clients for the holding and
processing of your personal data for all purposes of the administration and management of your
employment and/or the Company's business,
b. you hereby provide your consent to your personal data including any sensitive personal data or
information being collected and the same being transferred, stored and/or processed by Cognizant in India
and any other countries where Cognizant, its affiliates and their clients have offices,
c. you agree that Cognizant and its affiliates may make such data available to its advisors, service
providers, other agencies such as pension providers, medical, insurance providers, payroll administrators,
background verification agencies and regulatory authorities,
d. you have the right to amend, modify or alter your personal information. The Company will exercise all
reasonable diligence for safeguarding your personal information, as has been disclosed by you. It is
clarified that the obligation will not be applicable in case of legally required disclosures, and
e. you acknowledge and agree that Company may, in the course of its business, be required to disclose
personal data relating to you, after the end of your employment to any group/statutory bodies/authorities as
required under applicable law/requirements.

 
6. Work Schedule

 
a. The Company's normal working hours shall typically comprise of nine (9) hours per day, exclusive of any
applicable break, subject to the limit of daily working hours, as prescribed by the applicable laws. The
Company may require you to work for extended working hours/days including weekends, depending on the
project requirements, business exigencies and/or for conscientious and complete performance of your
duties and responsibilities towards the Company, subject to the limit of working hours as prescribed by the
applicable laws. Any changes made to the Company's working hours shall be notified to you.
b. The Company may, at its discretion, vary the normal working hours or days for any employee or class of
employees or for all the employees based on project requirements, Company policies and prevailing laws,
as may be applicable from time to time/in consonance with any applicable laws for the time being in force.
Any changes to be made to the above work timings or days shall be made by the Company at its sole
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discretion and notified to you in advance.
c. The Company may also require you to work on a shift basis. The shifts may be scheduled across 24
hours a day, 7 days a week and 365 days a year. The shift timings may change from time to time as per
any Company policy and which will be notified to you in advance.
d. Your office timings shall be monitored by the Company through appropriate systems & processes, as
updated from time to time and you shall ensure compliance to the processes and policies at all times.

 
7. Background Check

 
Your employment with Cognizant is conditional and subject to satisfactory background and reference
check in line with the Company's policy. An independent agency may conduct internal and external
background checks, for which you provide your consent. The Company's offer of employment and/or
continued employment is subject to satisfactory background verification report. 

 
The Company shall be entitled to withdraw its employment offer if the background verification checks
reveal unfavorable results at any time. Similarly, in case if your background verification report is found to
be unfavorable or unsuccessful after you joining the Company, then the Company reserves the right to
terminate your employment immediately.

 
8. Compliance with Company Policies

 
As a condition of employment with the Company and as part of your joining formalities, you are required to
comply or execute the following Company agreement and attest your understanding and adherence to
following Company policies:

 
i. IP Assignment Agreement 
ii. The Code of Business Ethics
iii. Acceptable Use Policy and Social Media Policy
iv. Dress Code Policy

 
Additionally, you will also be governed by other applicable Company rules, processes, procedures and
policies as may be drafted, enforced, amended and/or altered from time to time and which are not
specifically mentioned in this Agreement. The applicable rules/ processes/ procedures/ policies are
available on the Company's intranet and you are expected to go through the same carefully as a condition
of your employment. For any clarification in relation to applicable policies, guidelines, processes, please
reach out to your HR Talent Manager. It is your responsibility to keep yourself informed of any and all
changes made by the Company to such policies from time to time. If at any time during your employment
with the Company, you are found in violation of any applicable rules, processes, procedures or policies of
the Company, the Company reserves the right to take disciplinary action against you, including termination
your employment without notice period.

 
9. Non-Compete and Non-Solicit Restrictions

 
During the term of your employment with Cognizant and until two (2) years after the termination of such
employment, you will not directly or indirectly, either as an individual on your own account or as a partner,
employee, consultant, advisor, agent, contractor, director, trustee, committee member, office bearer, or
shareholder (or in a similar capacity or function), (a) solicit, attempt to solicit, contact or otherwise
encourage any employee to leave the Company's employment, (b) solicit business from competitor(s) or
client(s) of the Company or (c) be employed or engaged with any competitor(s), or (d) be employed or
engaged with any client(s) of the Company with whom you have interacted or worked in a professional
capacity representing the Company during the six (6) months preceding the date of termination of your
employment.

 
10. Representations and Warranties 

 
By signing below,

 
a. you warrant that your employment with the Company does not and will not violate or otherwise conflict
with any agreement (oral or otherwise) to which you are or have been a party and that you possess all the
requisite permits, work visas and clearances to be able to lawfully and rightfully employed in India with the
Company under the terms of this Agreement;
b. you warrant that you have satisfactorily completed all of your obligations under any employment contract
or other contract or agreement with any company(ies), person(s) or entity(ies) that previously employed or
contracted with you and that any previous employment contract and/or relationships have terminated
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and/or expired prior to the effective start date of your employment at the Company and you have all the
requisite power and authority, and do not require the consent of any third party to be employed with the
Company;
c. you represent and warrant that you shall not bring into Company premises or systems (or use in any
manner) any third-party documents (regardless of media) or materials (including but not limited to
proprietary information or trade secrets), or any such documents or materials of your previous employer,
without written permissions/approvals from such previous employer or third parties; and
d. you represent that unless authorized by the Company in writing, you shall not sign any contract or
agreement that binds the Company or creates any obligation (financial or otherwise) upon the Company.

 
11. Indemnity

 
You agree to indemnify and hold harmless the Company and its affiliates from and against any and all
direct or indirect losses or damages, injury or liability for a claim of damage, loss or injury to person or
property, suffered or sustained by Company and its affiliates which is attributable to you, resulting from any
of your act or omission irrespective of whether it constitutes a breach of the terms of your employment or
negligent performance of your duties as expected from you while in employment of the Company.

 
12. Business Engagement, Learning and Development and Project Deployment

 
In order to ensure that you are fully equipped to adapt to the demanding needs of our clients, the Company
has several policies and processes relating to deployment of employees to projects, Career Architecture
program, performance evaluation, learning and development/trainings and avenues of up-skilling. As a
condition of your employment with the Company, you are responsible for upskilling yourself to make
yourself eligible for appropriate business/client projects, thereby promoting the spirit of meritocracy and
career development with the goal of providing world-class services to our clients. Therefore, you shall
adhere to and meet the obligations under all such policies and processes, including the Associate
Deployment Pool Policy and those that may be changed by the Company from time to time.

 
13. Unauthorized Absence

 
If you are absent from work for a continuous period of 3 days or as prescribed by applicable laws, without
the prior written consent from your approving authority, it will be construed that you have voluntarily
abandoned your employment with the Company. The Company shall be entitled to take appropriate
disciplinary action(s) against you as per the Company's Job Abandonment Policy.

 
14. Retirement

 
You will automatically retire from employment with the Company on the last day of the month in which you
attain the age of fifty-eight (58) years. It is hereby clarified that the Company reserves its right to change
the retirement age at its sole discretion.

 
15. Termination of Employment

 
a. The Company may terminate your employment at any time with or without assigning any reasons by
providing 90 days' advance notice to you by paying you pro rata salary in lieu of any notice or balance
notice period. You may resign or terminate your employment with the Company by providing 90 days'
advance notice to the Company. When you serve notice to resign from the employment of the Company,
the Company may at its sole discretion, allow you to pay salary in lieu for the notice period; and/or adjust
the vacation accumulated towards part of the notice period. 
b. Notwithstanding the aforesaid or anything else to the contrary, the Company may, at its sole discretion,
suspend, lay off, dismiss, discharge and/or terminate your employment with immediate effect by a notice in
writing (without any notice period or salary in lieu of any notice period) in the event of your: 

• Misconduct, as provided in Misconduct and Disciplinary Action Policy

• Non-adherence to Associate Deployment Pool Policy

• Violation of Social Media Policy or Conflict of Interest Policy

• Breach of integrity, or embezzlement, or misappropriation or misuse or causing damage to the Company'

s asset/property or reputation 

• Insubordination or failure to comply with the directions given to you by persons so authorized 

• Insolvency or conviction for any offence involving moral turpitude 

• Breach of any terms or conditions of the Agreement and/or Company's policies or other documents or

directions of the Company 

• Violation of non-disparagement obligations
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• Conduct, which is regarded by the Company as prejudicial to its own interests or to the interests of its

client.

 
16. Deputation, Assignment and Transfer

 
The Company may second, depute or assign you to work with any of its affiliates or transfer your services
to any group company worldwide. On any such secondment, deputation, assignment or transfer of your
employment, the Company and/or affiliate may require you to sign the applicable Overseas Deputation /
International Employment Agreement(s) of the specific country, based on the policies of the Company. 

 
17. Survival

 
Clauses 5, 6, 10 and 12 and any other clauses, which by their nature are expected to survive, shall all
survive the termination of your employment (for any reason) and shall continue to apply to you even after
cessation of your employment with the Company.

 
18. Dispute Resolution and Governing law

 
The Parties shall make best efforts to settle by mutual conciliation any claim, dispute or controversy
("Dispute") arising out of, or in relation to, this Agreement, including any Dispute with respect to the
existence or validity hereof, the interpretation hereof, or the breach hereof. This Agreement and your
employment with the Company shall be governed and interpreted in accordance to the laws of India and
the courts in Chennai only shall have exclusive jurisdiction over any Dispute. Notwithstanding the
aforesaid, the Company shall be entitled, in addition to all other remedies, to any interim relief including but
not limited to an injunction, whether interlocutory or preliminary, restraining any breach of the provisions of
this Agreement.

 
19. General

 
This Agreement and your employment is personal to you and you cannot assign, subcontract or transfer
your rights or obligations hereunder to any other person or entity. No delay or failure by Company to
exercise any of its powers, rights or remedies under this Agreement or otherwise will operate as a waiver
of such powers, rights or remedies. If any provision of this Agreement is held by any competent authority to
be invalid or unenforceable, the validity of the other remaining provisions of the Agreement shall not be
affected. You shall not make any announcement concerning Company, its affiliates and their employees,
contractors or clients without Company's prior written consent and you shall not use or disclose the name,
trademark, domain name, service mark, logo or any other intellectual property of Company and its affiliates
and their employees, contractors or clients.

 
This Agreement, together with the agreements and policies of the Company, Employment Offer Letter (and
any attachments thereto, are the exclusive and entire agreement between the Parties relating to its subject
matter, and supersedes all prior and contemporaneous discussions, agreements, negotiations,
representations, and proposals relating to the subject matter hereof.

 
You shall be required to treat the terms of this Agreement as strictly confidential. The Company reserves
the sole right to change any terms or conditions provided in this Agreement based on applicable laws or
business exigencies.

 
IN WITNESS WHEREOF, the Parties hereto have duly executed this Agreement as of the day and year
first above written.

 
Cognizant Technology Solutions India Private Limited    Dharshini S

 
 
Sign: __________________                                                   Sign: _________________

 
Name:                                                                                      Name:
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07-Jun-2021

  
Dear Yamuni Gokhale,
B.Sc., Physics
Anna Adarsh College For Women

 
Candidate ID – 16395046

  
Thank you for exploring career opportunities with Cognizant Technology Solutions India Private
Limited ("Cognizant").You have successfully cleared our initial selection process and we are pleased to
make you an offer of employment. This offer is based on your profile and performance in the selection
process.

 
You have been selected for the position of Programmer Trainee

 
During your probation period of 12 months, which includes your training program, you will be entitled to an
Annual Total Remuneration (ATR) of INR 251,999/-. This includes an annual target incentive of INR 12,000
/- as well as Cognizant's contribution of INR 19,500/- towards benefits such as Medical, Accident and Life
Insurance. The incentive amount may vary, depending on Cognizant's performance and your performance.
The other details about your compensation are detailed in Compensation and Benefits. Your
compensation is highly confidential and if the need arises, you may discuss it only with your Manager.

 
On successful completion of the probation period, clearing the required training assessments and subject
to you being part of a delivery project, your Annual Total Remuneration (ATR) would stand revised to INR
Rs.284,111/-. This includes an annual target incentive of INR 12,000/- as well as Cognizant's contribution
towards benefits such as Medical, Accident and Life Insurance, as applicable.

 
Your appointment will be governed by the terms and conditions of employment as presented in
Employment Agreement. You will also be governed by the other rules, regulations and practices in vogue
and those that may change from time to time.

 
This offer of employment is subject to your fulfillment of other pre-requirements as detailed in this letter and
other communications shared with you.

 
Please note:

 
1. This appointment is subject to satisfactory professional reference checks and you securing a minimum
of 60% aggregate (all subjects taken into consideration) with no standing arrears in your Graduation/Post-
Graduation.

 
This offer from Cognizant is valid for 3 months and hence you are expected to accept or decline the offer
through the company's online portal within this time-period. In case we do not receive any response from
you within this time-period, this Offer shall stand withdrawn and will be considered as void. Any extension
to the offer validity will be at the sole discretion of Cognizant

 
2. Prior to commencing employment with Cognizant you must provide Cognizant with evidence of your
right to work in India and other such documents as Cognizant may request.

 
3. Prior to joining Cognizant, you must successfully complete the prescribed Internship or  Continuous Skill
Development (CSD) program  as detailed below:

 
At Cognizant, we invest in skill and capability development of our campus selects even before they join us.
This is through Cognizant Internship and Continuous Skill Development (CSD) program. These programs
focuses primarily on technical skills development. You could enroll in either of these as per your college
processes while in the final semester and continue with skill building until you join Cognizant. This forms a
critical part of your employment with Cognizant. Your onboarding with Cognizant would be prioritized
based on the successful completion of same. In event of non-completion of the Internship or Continuous
Skill Development program, Cognizant may at its sole discretion revoke this offer of employment.



Rl'qd. Office: 115/535, Old Mahabalipuram Road, Okkiam Thoraipakkam, Chennai - 600 097

 
3.1 Cognizant Internship:

 
a) Cognizant Internship is for approximately 3 to 6 months based on business skilling requirements. The
performance during Internship would be monitored through formal evaluations and rewarded with monthly
stipend. The stipend details would be notified upon your registration for Internship.

 
b) Interns are covered under Cognizant's calendar holidays and need to adhere with attendance
requirements and pre-approvals are to be sought towards unavoidable leave or break requests from the
program.

 
3.2 Continuous Skill Development (CSD) Program:

 
a) CSD program is offered through a platform based engagement model combined with integrated skill
assessment and certifications as the CSD program completion criteria. Upon meeting the completion
criteria of the CSD program, enrolled candidates would be eligible for a one-time Cognizant CSD rewards
post joining Cognizant. The Cognizant CSD reward details would be provided after your enrollment into the
program.

 
b) There would be zero tolerance to malpractices and misconduct during Internship and CSD engagement.
Any such misconduct would lead to appropriate disciplinary action including the revocation of this
employment offer. Cognizant reserves clauses regarding IT infrastructure, if applicable and access to
information and material of Cognizant during the period and could modify or amend the Cognizant
Internship and CSD program terms and conditions from time to time.

 
3.3 GenC Training Post joining:

 
a) Cognizant continues to invest in skill building of the entry-level talent and GenC training is a formal on-
the-job training offered to trainees based on the business specific skilling needs. The terms and conditions
of this training will be governed by Cognizant GenC program guidelines.

 
b) The Cognizant Internship or the Continuous Skill Development (CSD) completion may qualify as the
entry criteria to the GenC training and is used as basis towards your allocation to projects/roles.

 
We look forward to you joining us. Should you have any further questions or clarifications, please log into
https://campus2Cognizant.cognizant.com

 
Yours sincerely,
For Cognizant Technology Solutions India Pvt. Ltd.

Maya Sreekumar

Vice President – Human Resources

 
I have read the offer, understood and accept the above mentioned terms and conditions.

 
Signature:                                                                            Date:

https://campus2Cognizant.cognizant.com
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                                                 Compensation and Benefits

Name: Yamuni Gokhale Designation: Programmer Trainee

Sl. No. Description Monthly Yearly

1 Basic 6500 78,000

2 HRA* 2600 31,200

3 Company's contribution of PF # 1475.892857 17,711

4 Advance Statutory Bonus*** 2000 24,000

5 Special Allowance* 5330 63,960

6
Company's Contribution of ESI @ 3.25% of Monthly Gross 
minus statutory exclusions

469 5,628

Annual Gross Compensation 220,499

Incentive Indication (per annum)** 12,000

Annual Total Compensation 232,499

Company's contribution towards benefits (Medical, Accident
and Life Insurance)

19,500

Annual Total Remuneration 251,999

 
As an associate you are also entitled to the following additional benefits:

  
• Floating Medical Insurance Coverage 

• Round the Clock Group Personal Accident Insurance coverage 

• Group Term Life Insurance

• Employees' Compensation Insurance benefit as per the Employees' Compensation Act, 2010

• Gratuity, on separation after 4 years and 240 calendar days of continuous service, payable as per

Payment of Gratuity Act
  
Leave & Vacation:

 
• From the Date of your Joining, you will be entitled with the below mentioned leaves as per your eligibility

in line with the statutory requirements. You shall be entitled to avail the leaves only with prior approval from
your Manager
  

SI No Category of Leave No. of leave days

1 Earned Leave 18

2 Sick Leave 12

3 Casual Leave 6

  

• From date of joining, women associates will be entitled to maternity leave based on eligibility as specified

in the Maternity Benefit Act

• In addition to the above, as per Cognizant policy, you are eligible for child adoption leave and paternity

leave by adhering to the conditions as specified in the Cognizant India Leave policy
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Provident Fund Wages:
  

• For the purpose of computing PF Wages to Provident Fund, Pension Fund & EDLI Scheme, PF Wages

shall be Monthly Gross Salary as per Annexure A of this letter excluding "Advance Statutory Bonus" &
"House Rent Allowance" will be considered. This does not include payments made through "Special
Payout". 

• Determination of PF Wages for the purpose of contribution: PF contribution shall be payable on the

earned PF wages or PF wages as per this letter, whichever is lesser

 
Employees State Insurance:

 
• Eligibility to ESI shall be decided by deducting the Advanced Statutory Bonus, Employer PF & ESI

contribution from the monthly Gross Compensation (AGC/12) as per Annexure A of this letter.

• Monthly ESI contribution will be computed on total remuneration paid to an Associate in a particular

month which includes any recurring (or) adhoc special payouts during the month.

• ESI shall be continued till end of the contribution period (Apr to Sep & Oct to Mar), if the Associate

contributes even for one month in the said contribution period.

 
* Flexible Benefit Plan: Your compensation has been structured to ensure that you are adequately
empowered to apportion components of your salary in a manner that suits you the best. This plan will
enable you to
1. Choose from a bouquet of allowance or benefits
2. Redefine your salary structure within prescribed guidelines
3. Optimize your earnings

 
** Incentive Indication: Incentive amount may be higher, lower, or nil as per the terms described herein. 
The incentive program is discretionary, subject to change, and based on individual and company
performance.  It is prorated to the duration spent with Cognizant India for the calendar year and will be paid
to you only if you are active on Cognizant's payroll on the day of incentive payout.

 
*** Advance Statutory Bonus is in line with the provisions of Payment of Bonus Act, 1965.

 
Note: Any statutory revision of Provident Fund/ESI Contribution or any other similar statutory benefits will
result in a change in the Net take home salary and the Annual Gross Compensation will remain the same.
Cognizant has made this offer in good faith after expending significant time and resources in the hiring
process. We hope you will join us, but appreciate your right to pursue another path. Your formal
commitment to joining us forms the basis of further planning and client communication at Cognizant. If you
renege on the commitment and decide not to join us after signing the offer letter, Cognizant reserves the
right to not consider you for future career opportunities in the company. We look forward to welcoming you
to Cognizant.
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Employment Agreement – Cognizant Technology Solutions India Private Limited

 
 
This Employment Agreement ("Agreement") is made effective as of ______________________between:

 
Cognizant Technology Solutions India Private Limited, a company incorporated under the Companies Act,
1956 with its registered office at 5/535, Okkiam Thoraipakkam, Old Mahabalipuram Road, Chennai -
600096, Tamil Nadu, India; (hereinafter referred to as "Company" or "Cognizant" which expression shall
unless repugnant to the context or meaning thereof, be deemed to mean and include its successors and
assigns) of the ONE PART;
AND

 
Yamuni Gokhale, 20, residing at ____________________________________ (hereinafter referred to as "
you", "your" or "yourself", which expression shall unless repugnant to the context or meaning thereof, be
deemed to mean and include his/her heirs, executors and administrators) of the OTHER PART.
The Company and you are, wherever the context so requires, hereinafter collectively referred to as the
"Parties" and individually as "Party".

 
RECITAL:

 
WHEREAS, you desire to be employed by the Company and the Company has made an employment offer
("Employment Offer Letter") to you and in pursuance thereof desires to employ you on the terms and
conditions set forth below.

 
NOW, THEREFORE, in consideration of the mutual promises, covenants and conditions set forth herein,
the Parties hereto mutually agree to the below mentioned terms and conditions governing your
employment with Cognizant:

 
1. Duties and Responsibilities

 
a. You agree that at all times during your employment with Cognizant, you will faithfully, industriously, and
to the best of your skill, ability, experience and talent, perform any and all of the duties required of your
position. In carrying out these duties and responsibilities, you shall comply with all policies, procedures,
rules and regulations, both written and oral, as are announced or implemented by the Company from time
to time, and shall honour and comply with all rules and statutory requirements under applicable law as
amended from time to time, in letter and spirit.
b. Your unprofessional behavior or misconduct in violation of Cognizant's Code of Business Ethics and/or
other organizational policies shall entitle the Company to take appropriate disciplinary action(s) including
termination of your employment.
c. You shall, at all times, maintain satisfactory performance and upskill yourself in accordance with the
business requirements of the Company. Unsatisfactory or poor performance shall entitle Company to take
appropriate disciplinary action(s) including termination of your employment.

 
2. Place of Employment

 
You will be employed at any one of Cognizant's offices as per business requirement. The Company
reserves the right to transfer you on a temporary or permanent basis to the other office locations, functions
or departments within the Company and/or other affiliated entities and assign such other duties as may be
deemed fit in the interest of the Company. The Company also reserves the right to require you to work
remotely from time to time as per business needs or government mandate.

 
3. No Alternate Employment, No Conflict, Etc.

 
During your employment with the Company, you shall not, without the Company's prior written consent,
directly or indirectly employ or engage with any other person, business or entity, whether or not for any
gain or profit, irrespective of whether it is during or outside your hours of work in the Company.
Additionally, you are not allowed to undertake any other gainful employment, engagement, business,
assume any public office or private office, honorary or remunerative position, without prior written
permission of the Company. During your employment with the Company, you shall not directly or indirectly
engage in any conduct in conflict with or averse to the best interests of the Company, as determined by the
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Company at its sole discretion. In addition, you shall not disclose, divulge or bring on to Cognizant's
systems or offices, your prior employer's and/or their clients' proprietary or confidential information, or
violate any agreement or obligations that you have with them. 

 
4. Confidentiality 

 
a. During the course of your employment with the Company, you shall have access to information and/or
documents of the Company, its affiliates, its clients or certain third parties' (with which the Company has
any dealings), which information and/or documents are private, business sensitive, confidential and/or
proprietary (together, the "Confidential Information"). You are obliged to keep the Confidential Information
as secret and must not, without prior and specific written permission from the Company, disclose any such
information, received from whatever source and however you may learn it, to any person or third party.
b. Any breach of your confidentiality obligations as specified above may be a cause for termination of your
employment with the Company, besides the Company's entitlement to initiate legal action against you for
such breach. The obligations imposed upon you under this clause 5 will survive even after cessation of
your employment with the Company. 
c. You shall not take copies of any Confidential Information for your own purposes without prior permission
of the Company and forthwith upon termination of your employment with the Company, you shall return to
the Company all such copies of Confidential Information including but not limited to documents, records
and accounts in any form (including electronic, mechanical, photographic & optical recording) relating to
matters concerning the business or dealings or affairs of the Company. 
d. You shall not, during your employment with the Company and at all times thereafter, do or say anything
that may cause direct or indirect damage to the business of the Company, its affiliates or their clients. 
e. You shall be governed by Cognizant's Social Media Policy and shall, at all times, refrain from posting
potentially malicious, libelous, obscene, political, anti-social, abusive, and threatening messages or
disparaging clients, associates, competitors, or suppliers or any third parties. 
f. You will not make any false, defamatory or disparaging statements about Cognizant, its clients, or any
other employees or directors, irrespective of whether any such statements are likely to cause damage to
any such entity or person.
g. The Company reserves the right to require you to sign confidentiality and non-disclosure agreements
with any clients on whose project you are being assigned on behalf of the Company.

 
5. Data Protection

 
By signing below,

 
a. you hereby provide your consent to Cognizant, its affiliates and their clients for the holding and
processing of your personal data for all purposes of the administration and management of your
employment and/or the Company's business,
b. you hereby provide your consent to your personal data including any sensitive personal data or
information being collected and the same being transferred, stored and/or processed by Cognizant in India
and any other countries where Cognizant, its affiliates and their clients have offices,
c. you agree that Cognizant and its affiliates may make such data available to its advisors, service
providers, other agencies such as pension providers, medical, insurance providers, payroll administrators,
background verification agencies and regulatory authorities,
d. you have the right to amend, modify or alter your personal information. The Company will exercise all
reasonable diligence for safeguarding your personal information, as has been disclosed by you. It is
clarified that the obligation will not be applicable in case of legally required disclosures, and
e. you acknowledge and agree that Company may, in the course of its business, be required to disclose
personal data relating to you, after the end of your employment to any group/statutory bodies/authorities as
required under applicable law/requirements.

 
6. Work Schedule

 
a. The Company's normal working hours shall typically comprise of nine (9) hours per day, exclusive of any
applicable break, subject to the limit of daily working hours, as prescribed by the applicable laws. The
Company may require you to work for extended working hours/days including weekends, depending on the
project requirements, business exigencies and/or for conscientious and complete performance of your
duties and responsibilities towards the Company, subject to the limit of working hours as prescribed by the
applicable laws. Any changes made to the Company's working hours shall be notified to you.
b. The Company may, at its discretion, vary the normal working hours or days for any employee or class of
employees or for all the employees based on project requirements, Company policies and prevailing laws,
as may be applicable from time to time/in consonance with any applicable laws for the time being in force.
Any changes to be made to the above work timings or days shall be made by the Company at its sole
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discretion and notified to you in advance.
c. The Company may also require you to work on a shift basis. The shifts may be scheduled across 24
hours a day, 7 days a week and 365 days a year. The shift timings may change from time to time as per
any Company policy and which will be notified to you in advance.
d. Your office timings shall be monitored by the Company through appropriate systems & processes, as
updated from time to time and you shall ensure compliance to the processes and policies at all times.

 
7. Background Check

 
Your employment with Cognizant is conditional and subject to satisfactory background and reference
check in line with the Company's policy. An independent agency may conduct internal and external
background checks, for which you provide your consent. The Company's offer of employment and/or
continued employment is subject to satisfactory background verification report. 

 
The Company shall be entitled to withdraw its employment offer if the background verification checks
reveal unfavorable results at any time. Similarly, in case if your background verification report is found to
be unfavorable or unsuccessful after you joining the Company, then the Company reserves the right to
terminate your employment immediately.

 
8. Compliance with Company Policies

 
As a condition of employment with the Company and as part of your joining formalities, you are required to
comply or execute the following Company agreement and attest your understanding and adherence to
following Company policies:

 
i. IP Assignment Agreement 
ii. The Code of Business Ethics
iii. Acceptable Use Policy and Social Media Policy
iv. Dress Code Policy

 
Additionally, you will also be governed by other applicable Company rules, processes, procedures and
policies as may be drafted, enforced, amended and/or altered from time to time and which are not
specifically mentioned in this Agreement. The applicable rules/ processes/ procedures/ policies are
available on the Company's intranet and you are expected to go through the same carefully as a condition
of your employment. For any clarification in relation to applicable policies, guidelines, processes, please
reach out to your HR Talent Manager. It is your responsibility to keep yourself informed of any and all
changes made by the Company to such policies from time to time. If at any time during your employment
with the Company, you are found in violation of any applicable rules, processes, procedures or policies of
the Company, the Company reserves the right to take disciplinary action against you, including termination
your employment without notice period.

 
9. Non-Compete and Non-Solicit Restrictions

 
During the term of your employment with Cognizant and until two (2) years after the termination of such
employment, you will not directly or indirectly, either as an individual on your own account or as a partner,
employee, consultant, advisor, agent, contractor, director, trustee, committee member, office bearer, or
shareholder (or in a similar capacity or function), (a) solicit, attempt to solicit, contact or otherwise
encourage any employee to leave the Company's employment, (b) solicit business from competitor(s) or
client(s) of the Company or (c) be employed or engaged with any competitor(s), or (d) be employed or
engaged with any client(s) of the Company with whom you have interacted or worked in a professional
capacity representing the Company during the six (6) months preceding the date of termination of your
employment.

 
10. Representations and Warranties 

 
By signing below,

 
a. you warrant that your employment with the Company does not and will not violate or otherwise conflict
with any agreement (oral or otherwise) to which you are or have been a party and that you possess all the
requisite permits, work visas and clearances to be able to lawfully and rightfully employed in India with the
Company under the terms of this Agreement;
b. you warrant that you have satisfactorily completed all of your obligations under any employment contract
or other contract or agreement with any company(ies), person(s) or entity(ies) that previously employed or
contracted with you and that any previous employment contract and/or relationships have terminated
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and/or expired prior to the effective start date of your employment at the Company and you have all the
requisite power and authority, and do not require the consent of any third party to be employed with the
Company;
c. you represent and warrant that you shall not bring into Company premises or systems (or use in any
manner) any third-party documents (regardless of media) or materials (including but not limited to
proprietary information or trade secrets), or any such documents or materials of your previous employer,
without written permissions/approvals from such previous employer or third parties; and
d. you represent that unless authorized by the Company in writing, you shall not sign any contract or
agreement that binds the Company or creates any obligation (financial or otherwise) upon the Company.

 
11. Indemnity

 
You agree to indemnify and hold harmless the Company and its affiliates from and against any and all
direct or indirect losses or damages, injury or liability for a claim of damage, loss or injury to person or
property, suffered or sustained by Company and its affiliates which is attributable to you, resulting from any
of your act or omission irrespective of whether it constitutes a breach of the terms of your employment or
negligent performance of your duties as expected from you while in employment of the Company.

 
12. Business Engagement, Learning and Development and Project Deployment

 
In order to ensure that you are fully equipped to adapt to the demanding needs of our clients, the Company
has several policies and processes relating to deployment of employees to projects, Career Architecture
program, performance evaluation, learning and development/trainings and avenues of up-skilling. As a
condition of your employment with the Company, you are responsible for upskilling yourself to make
yourself eligible for appropriate business/client projects, thereby promoting the spirit of meritocracy and
career development with the goal of providing world-class services to our clients. Therefore, you shall
adhere to and meet the obligations under all such policies and processes, including the Associate
Deployment Pool Policy and those that may be changed by the Company from time to time.

 
13. Unauthorized Absence

 
If you are absent from work for a continuous period of 3 days or as prescribed by applicable laws, without
the prior written consent from your approving authority, it will be construed that you have voluntarily
abandoned your employment with the Company. The Company shall be entitled to take appropriate
disciplinary action(s) against you as per the Company's Job Abandonment Policy.

 
14. Retirement

 
You will automatically retire from employment with the Company on the last day of the month in which you
attain the age of fifty-eight (58) years. It is hereby clarified that the Company reserves its right to change
the retirement age at its sole discretion.

 
15. Termination of Employment

 
a. The Company may terminate your employment at any time with or without assigning any reasons by
providing 90 days' advance notice to you by paying you pro rata salary in lieu of any notice or balance
notice period. You may resign or terminate your employment with the Company by providing 90 days'
advance notice to the Company. When you serve notice to resign from the employment of the Company,
the Company may at its sole discretion, allow you to pay salary in lieu for the notice period; and/or adjust
the vacation accumulated towards part of the notice period. 
b. Notwithstanding the aforesaid or anything else to the contrary, the Company may, at its sole discretion,
suspend, lay off, dismiss, discharge and/or terminate your employment with immediate effect by a notice in
writing (without any notice period or salary in lieu of any notice period) in the event of your: 

• Misconduct, as provided in Misconduct and Disciplinary Action Policy

• Non-adherence to Associate Deployment Pool Policy

• Violation of Social Media Policy or Conflict of Interest Policy

• Breach of integrity, or embezzlement, or misappropriation or misuse or causing damage to the Company'

s asset/property or reputation 

• Insubordination or failure to comply with the directions given to you by persons so authorized 

• Insolvency or conviction for any offence involving moral turpitude 

• Breach of any terms or conditions of the Agreement and/or Company's policies or other documents or

directions of the Company 

• Violation of non-disparagement obligations
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• Conduct, which is regarded by the Company as prejudicial to its own interests or to the interests of its

client.

 
16. Deputation, Assignment and Transfer

 
The Company may second, depute or assign you to work with any of its affiliates or transfer your services
to any group company worldwide. On any such secondment, deputation, assignment or transfer of your
employment, the Company and/or affiliate may require you to sign the applicable Overseas Deputation /
International Employment Agreement(s) of the specific country, based on the policies of the Company. 

 
17. Survival

 
Clauses 5, 6, 10 and 12 and any other clauses, which by their nature are expected to survive, shall all
survive the termination of your employment (for any reason) and shall continue to apply to you even after
cessation of your employment with the Company.

 
18. Dispute Resolution and Governing law

 
The Parties shall make best efforts to settle by mutual conciliation any claim, dispute or controversy
("Dispute") arising out of, or in relation to, this Agreement, including any Dispute with respect to the
existence or validity hereof, the interpretation hereof, or the breach hereof. This Agreement and your
employment with the Company shall be governed and interpreted in accordance to the laws of India and
the courts in Chennai only shall have exclusive jurisdiction over any Dispute. Notwithstanding the
aforesaid, the Company shall be entitled, in addition to all other remedies, to any interim relief including but
not limited to an injunction, whether interlocutory or preliminary, restraining any breach of the provisions of
this Agreement.

 
19. General

 
This Agreement and your employment is personal to you and you cannot assign, subcontract or transfer
your rights or obligations hereunder to any other person or entity. No delay or failure by Company to
exercise any of its powers, rights or remedies under this Agreement or otherwise will operate as a waiver
of such powers, rights or remedies. If any provision of this Agreement is held by any competent authority to
be invalid or unenforceable, the validity of the other remaining provisions of the Agreement shall not be
affected. You shall not make any announcement concerning Company, its affiliates and their employees,
contractors or clients without Company's prior written consent and you shall not use or disclose the name,
trademark, domain name, service mark, logo or any other intellectual property of Company and its affiliates
and their employees, contractors or clients.

 
This Agreement, together with the agreements and policies of the Company, Employment Offer Letter (and
any attachments thereto, are the exclusive and entire agreement between the Parties relating to its subject
matter, and supersedes all prior and contemporaneous discussions, agreements, negotiations,
representations, and proposals relating to the subject matter hereof.

 
You shall be required to treat the terms of this Agreement as strictly confidential. The Company reserves
the sole right to change any terms or conditions provided in this Agreement based on applicable laws or
business exigencies.

 
IN WITNESS WHEREOF, the Parties hereto have duly executed this Agreement as of the day and year
first above written.

 
Cognizant Technology Solutions India Private Limited    Yamuni Gokhale

 
 
Sign: __________________                                                   Sign: _________________

 
Name:                                                                                      Name:
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Ms. Ramya S 

No:317, 2nd Street 

A Block, Annanagar.  

Chennai-600040 

India 

 

Ph: +91-6383742718 
 

Dear Ramya S, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing 

things we do at Infosys would be possible without an equally amazing culture, the environment where ideas 

can flourish and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what's next and we 

will navigate further, together. Our journey of learnability, values and trusted relationships with our clients 

continue to be the cornerstones of our organization and these values are upheld only because of our people. 

 

We look forward to working with you and wish you success in your career with us. 

 

 
Warm regards, 

 

 

 
RICHARD LOBO 

EVP and Head Human Resources - Infosys Limited 
 

Signature Not Verified 

Digitally signed by Richard Lobo 
Date: 2021.06.30 16:59:23 IST 
Reason: Digitally Signed 
Location: Bangalore 

 
 

 
INFOSYS LIMITED 

CIN: L85110KA1981PLC013115 

44, Infosys Avenue 

Electronics City, Hosur Road 

Bangalore 560 100, India 

T 91 80 2852 0261 

F 91 80 2852 0362 

askus@infosys.com 

www.infosys.com 

 

 

Company Confidential - This communication is confidential between you and Infosys Limited 

mailto:askus@infosys.com
http://www.infosys.com/
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Ms. Ramya S 

No:317, 2nd Street 

A Block, Annanagar.  

Chennai-600040 

India 

 

Ph: +91-6383742718 
 

       Dear Ramya S, 

 
Congratulations! We are delighted to make you an offer as Operations Executive - Trainee and your role is 

Operations Executive . 

 

Here are the terms and conditions of our offer: 

 

Joining 

Your scheduled date of employment with us will be 22-Jul-2021. 

 

Location 

Your location of training is MYSORE, India . The location of posting ("work location") would be 

communicated to you  upon  successful completion  of training.  You may be asked to  relocate to  any of  

our units,  departments or  the  offices of  our  affiliates* and/or  the  offices of  our  customers,  depending 

on  business  requirements. In such an event, your remuneration and other benefits shall  be determined        

in accordance with the relevant Policies of the Company in that work location." 

 

Please be advised that you, by accepting this offer, hereby give your irrevocable consent to the above. 

 
* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is under 

common control with the First Party. For purposes of this Agreement, "control" means possessing, directly 

or indirectly, the power to direct or cause the direction of the management, policies or operations of an 

entity, whether through ownership of voting securities, by contract or otherwise." 

 

Training 

The training  program will  consist  of  classroom/virtual training  and on-the-job training.  The duration   

of the classroom/virtual training will be based on  the  business  requirement.  Your  continued  

employment with the Company is  subject to your meeting the qualifying criteria till  the end of the 

training and successful completion of the training. 
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Probation and Confirmation 

You will be on probation for a period of 12 months from the date of completion of the training and        

your allocation to Unit. On successful completion of your probation, you will be confirmed as  a  

permanent employee. Your confirmation is also subject to your submitting  the documents required by      

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 

 

Leave 

You are entitled to Earned Leave, right from your date of joining. You will  be eligible  for 15 working  

days  of  earned leave annually  during  probation.  On  confirmation as  a permanent employee you  will  

be eligible for 20 working days of leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 

Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 

 

An illustration with other relevant information have been given in the Information Sheet. The Company`s 

Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to 

you at the time of joining. 

 

Increments and Promotions 

Your growth and increase in salary will depend solely on your performance and contribution to the 

Company. Salary increases are normally given on an annual basis. 

 

Transfer 

Your services can be transferred to any of our units /  departments  situated  anywhere  in  India  or  

abroad. At such time compensation applicable to a specific location will be payable to you. 

 

Agreement 

Our offer to you as Operations Executive is subject to the execution of the Service Agreement. The  

Service Agreement details the scope, terms and conditions of your employment, the necessary training     

and the contractual obligations towards Infosys from the date of your joining and up to a period of 12 

months from the date of allocation to a Practice Unit. The date of allocation  to  a  Practice  Unit  is 

generally the first day of the subsequent month post completion of training. You will be required to 

complete the formalities on the Service Agreement at the time of joining. Please note, non-execution of    

the notarized Service Agreement will result in denial of employment with the Company. 
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You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 

these proofs will need to be submitted on the day of joining. Further, you should have been declared as 

passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 

of the proofs and any condemnation of delay in submission of the same will be at the Company's discretion. 

 

Passport and Driving License 

It would be to  your advantage to  have a valid passport and a four-wheeler driving license at the time        

of joining  duty. Our offer to  you is  subject to  your having a valid passport or producing a proof of  

having applied for the same. 

Compensation and Benefits 

 
 

Salary 

Your Total Gross Salary will be INR 18,581 per month. The break-up of your salary has  been 

provided in the Compensation Details sheet in Annexure - I. 

 

In addition to your gross salary, you will receive an additional Personal Allowance of INR 461 per month. 

This allowance will be paid to you during your probation period, on the condition that your base location 

remains Bangalore/Mysore/Mangalore/Hubli. This allowance will be discontinued in case of a change in 

your base location due to official or personal reasons or upon confirmation (whichever is earlier). 

 

Ex - Gratia / Bonus 

You will be eligible for an Ex-Gratia/ Bonus payout which is calculated at 20% of the Basic Salary as 

mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment for 

Financial Year 2021-22 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a monthly basis. 

The balance amount will be paid out in the end of the financial year. 

 

Insurance 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to enhance 

the coverage with other participatory optional health insurance plans (Platinum, Gold and Silver).    

You will be covered by default under the Standard Plan which provides you and your family (your 

spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 
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You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust which 

provides you with a total Life Insurance cover of INR 6,200,000 of which INR 3,200,000 is covered 

towards natural death, and INR 3,000,000 towards an accidental death. All employees become members of 

Infosys WelfareTrust, by one-time payment of INR 250 and fixed monthly contribution of INR 200 . The 

details of the Scheme would be available to you when you join the Company. 

 

Notice Period 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet         

the prescribed criteria, your training/employment can be terminated by the Company with one-month 

notice or salary thereof. On confirmation, you will be required to give three month's notice or salary  

thereof in case you decide to leave our services, subject to the Company's  discretion.  Where  

circumstances make it  necessary, the Company will  have the  discretion to  relieve you  only  at the  end 

of the three months' notice period. Similarly,  the  Company  can  terminate  your  services  by  giving  

three months notice or salary thereof. 

 

In the event you do not successfully complete your training, or you are involved in an act that constitutes 

misconduct, your training/employment can be terminated by the Company with immediate effect without 

notice. 

 

Background Checks 

The Company may, at its discretion  conduct  background  checks  prior  to  or  after  your  expected  

joining date to validate your identity,  the  address provided by  you,  your  education details  and  details  

of your prior work experience if any, and to conduct any criminal checks. You expressly consent to the 

Company conducting such background checks. In this connection, you are required to furnish the 

documents listed in Offer Annexure for India. 

 

If you fail to submit the necessary documents as required by the Company within the specified time period 

or if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole 

discretion, reserves the right to withdraw this offer without notice and compensation or to take any 

appropriate action against you, including, but not limited to termination of your employment. 

 

When a background check raises any concerns regarding any of the details furnished by you and the 

Company feels the need to further validate such facts, the Company may at its sole discretion, ask you for 

further information, to substantiate the details that you have earlier provided to the Company, before 

initiating appropriate action. 

 

Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are 

unable to do so, the Company will initiate a criminal background check. 
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Other Terms and Conditions 

You agree not to undertake employment, whether full-time or part-time, as the Director /  Partner  / 

Member / Employee of any other organization / entity  engaged  in  any  form  of  business  activity  

without the consent of Infosys. The consent may be given subject to any terms and conditions that the 

Company may think fit and may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as an Operations Executive is conditional upon your having fully completed your 

graduation, without any active backlog papers and with a pass percentage not lesser than as specified in our 

campus recruitment program 2020-21. These eligibility criteria for the Role of an Operations Executive, has 

already been clearly communicated to you and your college during the selection process. You will also have 

completed all studies, course requirements and examinations required for the award of the educational 

qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 

these proofs will need to be submitted on the day of joining. Further, you should have been declared as 

passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 

of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

Based on the nature of your work and business requirements, you may be required to work on rotational 

shifts. If you are required to work on rotational shifts, you will be duly intimated of the change in your shift 

timings. During rotational shifts, you will continue to be bound by the provisions of the working hour policy 

of the Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance 

of the Company (if in force) will be made applicable to you. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 

to access, upon joining, on the Intranet 'Sparsh'. These Policies cover various human resources and 

administrative topics and procedures. The Company reserves the right to change these Policies at any time in 

its absolute discretion. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 

Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be 

governed by all the rules and regulations, as amended from time to time, of the Company as applicable to 

your employment with us. This offer is also conditional upon your acceptance and execution of the Non-

Compete Agreement (Annexure III). 

 

This offer of employment constitutes the entire agreement between you and the Company regarding the 

terms of your employment and it is the complete, final, and exclusive embodiment of your agreement with 

regard to this subject matter and supersedes any other promises, warranties, representations or agreements, 

whether written or oral. It is entered into without reliance on any promise or representation other than those 

expressly contained herein, and it cannot be modified or amended except in writing signed by an authorized 

officer of the Company. 
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If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 

treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 

conditions shall continue in force. 

 

This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of 

the courts in Bangalore, India. 

 

Your employment will be governed by the rules, regulations and policies of the Company. 

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

As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 

the accompanying annexures, on the date of joining. 

 

We welcome you to the Infosys family and wish you a rewarding career over the years to come. 

 

 
Yours sincerely, 

 

 
RICHARD LOBO 

EVP and Head Human Resources - Infosys Limited 

 
I have read, understood and agree to the terms and conditions as set forth in this offer letter. 

Date:  , 20   

 

Sign your name 
 

 
 

  

Print your full Name Location 
Signature Not Verified 

Digitally signed by Richard Lobo 
Date: 2021.06.30 16:59:23 IST 
Reason: Digitally Signed 
Location: Bangalore 

 
 

 
INFOSYS LIMITED 

CIN: L85110KA1981PLC013115 

44, Infosys Avenue 

Electronics City, Hosur Road 

Bangalore 560 100, India 

T 91 80 2852 0261 

F 91 80 2852 0362 

askus@infosys.com 

www.infosys.com 

mailto:askus@infosys.com
http://www.infosys.com/
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ANNEXURE - I 
(Compensation) 

 

COMPENSATION DETAILS 
(All figures in INR per month) 

NAME Ms. Ramya S 

ROLE Operations Executive 

ROLE DESIGNATION Operations Executive - Trainee 

1. MONTHLY COMPONENTS 

BASIC SALARY 13,582 

BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a 

monthly basis) 

 
2,580 

MONTHLY GROSS SALARY 16,162 

 

2. ANNUAL COMPONENT 

 
BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting 

the advance (95%) paid out on a monthly basis) 

 

 
136 

 

3. RETIRAL BENEFITS 

PROVIDENT FUND - 12% of Basic Salary 1,630 

GRATUITY - 4.81% of Basic Salary* 653 

FIXED GROSS SALARY (1+2+3) 18,581 

TOTAL GROSS SALARY 18,581 

 

OTHER BENEFITS 

 

 
Scheme 

 

 
Eligible Amount In INR 

 

 
Interest 

 

 
Monthly Instalments 

 
Margin Money 
(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 
Trainee Agreement) 

 
12000 

 

 
Nil 

 

 
12 

 

 
Nil 

All the above benefits are as per Company's policies, which are subject to change from time to time. The disbursement of any loan / loan 

allowance is subject to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan 

allowance policy at that time 

*The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be 

determined in strict accordance with the provisions of the Payment of Gratuity Act 

Employee State Insurance ("ESI") may be applicable to employees as per the applicable statutory regulations. If ESI is applicable, the 

employee and the employer will contribute towards ESI as per the provisions of the ESI Act, 1948. 

 



















 

 
11-Jun-2021 

 
Dear Esha S V,  
B.Sc., Computer Science  
Anna Adarsh College For Women_Chennai 

 
Candidate ID – 16697735 

 
Thank you for exploring career opportunities with Cognizant Technology Solutions India Private 
Limited ("Cognizant").You have successfully cleared our initial selection process and we are pleased to 

make you an offer of employment. This offer is based on your profile and performance in the selection 
process. 

 
You have been selected for the position of Programmer Trainee 

 
During your probation period of 12 months, which includes your training program, you will be entitled to an 
Annual Total Remuneration (ATR) of INR 251,999/-. This includes an annual target incentive of INR 12,000 
/- as well as Cognizant'scontribution of INR 19,500/- towards benefits such as Medical, Accident and Life 

Insurance. The incentive amount may vary, depending on Cognizant'sperformance and your performance. 
The other details about your compensation are detailed in Compensation and Benefits. Your 

compensation is highly confidential and if the need arises, you may discuss it only with your Manager. 

 
On successful completion of the probation period, clearing the required training assessments and subject 
to you being part of a delivery project, your Annual Total Remuneration (ATR) would stand revised to INR 
Rs.284,111/-. This includes an annual target incentive of INR 12,000/- as well as Cognizant'scontribution 

towards benefits such as Medical, Accident and Life Insurance, as applicable. 

 
Your appointment will be governed by the terms and conditions of employment as presented in 
Employment Agreement. You will also be governed by the other rules, regulations and practices in vogue 

and those that may change from time to time. 

 
This offer of employment is subject to your fulfillment of other pre-requirements as detailed in this letter and 
other communications shared with you. 

 
Please note: 

 
1. This appointment is subject to satisfactory professional reference checks and you securing a minimum 
of 60% aggregate (all subjects taken into consideration) with no standing arrears in your Graduation/Post-
Graduation. 

 
This offer from Cognizant is valid for 3 months and hence you are expected to accept or decline the offer 
through the company'sonline portal within this time-period. In case we do not receive any response from 
you within this time-period, this Offer shall stand withdrawn and will be considered as void. Any extension 
to the offer validity will be at the sole discretion of Cognizant 

 
2. Prior to commencing employment with Cognizant you must provide Cognizant with evidence of your 
right to work in India and other such documents as Cognizant may request. 

 

3. Prior to joining Cognizant, you must successfully complete the prescribed Internship or Continuous Skill 
Development (CSD) program as detailed below: 

 
At Cognizant, we invest in skill and capability development of our campus selects even before they join us. 
This is through Cognizant Internship and Continuous Skill Development (CSD) program. These programs 
focuses primarily on technical skills development. You could enroll in either of these as per your college 
processes while in the final semester and continue with skill building until you join Cognizant. This forms a 
critical part of your employment with Cognizant. Your onboarding with Cognizant would be prioritized 
based on the successful completion of same. In event of non-completion of the Internship or Continuous 
Skill Development program, Cognizant may at its sole discretion revoke this offer of employment. 
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3.1 Cognizant Internship: 

 
a) Cognizant Internship is for approximately 3 to 6 months based on business skilling requirements. The 
performance during Internship would be monitored through formal evaluations and rewarded with monthly 
stipend. The stipend details would be notified upon your registration for Internship. 

 

b) Interns are covered under Cognizant'scalendar holidays and need to adhere with attendance 
requirements and pre-approvals are to be sought towards unavoidable leave or break requests from the 
program. 

 
3.2 Continuous Skill Development (CSD) Program: 

 
a) CSD program is offered through a platform based engagement model combined with integrated skill 
assessment and certifications as the CSD program completion criteria. Upon meeting the completion 
criteria of the CSD program, enrolled candidates would be eligible for a one-time Cognizant CSD rewards 
post joining Cognizant. The Cognizant CSD reward details would be provided after your enrollment into the 
program. 

 

b) There would be zero tolerance to malpractices and misconduct during Internship and CSD engagement. 
Any such misconduct would lead to appropriate disciplinary action including the revocation of this 
employment offer. Cognizant reserves clauses regarding IT infrastructure, if applicable and access to 
information and material of Cognizant during the period and could modify or amend the Cognizant 
Internship and CSD program terms and conditions from time to time. 

 
3.3 GenC Training Post joining: 

 
a) Cognizant continues to invest in skill building of the entry-level talent and GenC training is a formal on-
the-job training offered to trainees based on the business specific skilling needs. The terms and conditions 
of this training will be governed by Cognizant GenC program guidelines. 

 
b) The Cognizant Internship or the Continuous Skill Development (CSD) completion may qualify as the 
entry criteria to the GenC training and is used as basis towards your allocation to projects/roles. 

 
We look forward to you joining us. Should you have any further questions or clarifications, please log into 
https://campus2Cognizant.cognizant.com 

 
Yours sincerely,  
For Cognizant Technology Solutions India Pvt. Ltd.  
 

 

Maya Sreekumar 
Vice President – Human Resources 

 
I have read the offer, understood and accept the above mentioned terms and conditions. 

 
Signature: Date: 
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Compensation and Benefits 

 
  Name:   Arul Princy Designation: Programmer Trainee  
        

      

Sl. No.  Description  Monthly Yearly 

1   Basic  6500 78,000 

2   HRA*  2600 31,200 

3   Company's contribution of PF #  1475.892857 17,711 

4   Advance Statutory Bonus***  2000 24,000 

5   Special Allowance*  5330 63,960 

6 
  Company's Contribution of ESI @ 3.25% of Monthly Gross 

469 5,628   
minus statutory exclusions 

 
       

   Annual Gross Compensation   220,499 

   Incentive Indication (per annum)**   12,000 

   Annual Total Compensation   232,499 

   Company's contribution towards benefits (Medical, Accident  
19,500    

and Life Insurance) 
  

       

   Annual Total Remuneration   251,999 
         
 
As an associate you are also entitled to the following additional benefits: 

 
• Floating Medical Insurance Coverage  
• Round the Clock Group Personal Accident Insurance coverage  
• Group Term Life Insurance  
• Employees'Compensation Insurance benefit as per the Employees'Compensation Act, 2010  
• Gratuity, on separation after 4 years and 240 calendar days of continuous service, payable as per 

Payment of Gratuity Act 
 
Leave & Vacation: 

 
• From the Date of your Joining, you will be entitled with the below mentioned leaves as per your eligibility 
in line with the statutory requirements. You shall be entitled to avail the leaves only with prior approval from 
your Manager 
 

 

SI No Category of Leave No. of leave days 
   

1 Earned Leave 18 
   

2 Sick Leave 12 
   

3 Casual Leave 6 
   

 

 

• From date of joining, women associates will be entitled to maternity leave based on eligibility as specified 
in the Maternity Benefit Act  
• In addition to the above, as per Cognizant policy, you are eligible for child adoption leave and paternity 

leave by adhering to the conditions as specified in the Cognizant India Leave policy 
 
 
 

 
Rl'qd. Office: 115/535, Old Mahabalipuram Road, Okkiam Thoraipakkam, Chennai - 600 097 



Provident Fund Wages: 

 
• For the purpose of computing PF Wages to Provident Fund, Pension Fund & EDLI Scheme, PF Wages 
shall be Monthly Gross Salary as per Annexure A of this letter excluding "Advance Statutory Bonus" & 
"House Rent Allowance" will be considered. This does not include payments made through "Special 
Payout".  
• Determination of PF Wages for the purpose of contribution: PF contribution shall be payable on the 

earned PF wages or PF wages as per this letter, whichever is lesser 

 
Employees State Insurance: 

 
• Eligibility to ESI shall be decided by deducting the Advanced Statutory Bonus, Employer PF & ESI 
contribution from the monthly Gross Compensation (AGC/12) as per Annexure A of this letter.  
• Monthly ESI contribution will be computed on total remuneration paid to an Associate in a particular 
month which includes any recurring (or) adhoc special payouts during the month.  
• ESI shall be continued till end of the contribution period (Apr to Sep & Oct to Mar), if the Associate 

contributes even for one month in the said contribution period. 

 
* Flexible Benefit Plan: Your compensation has been structured to ensure that you are adequately 
empowered to apportion components of your salary in a manner that suits you the best. This plan will 
enable you to 
1. Choose from a bouquet of allowance or benefits  
2. Redefine your salary structure within prescribed guidelines  
3. Optimize your earnings 

 
** Incentive Indication: Incentive amount may be higher, lower, or nil as per the terms described herein. 
The incentive program is discretionary, subject to change, and based on individual and company 
performance. It is prorated to the duration spent with Cognizant India for the calendar year and will be paid 
to you only if you are active on Cognizant'spayroll on the day of incentive payout. 

 
*** Advance Statutory Bonus is in line with the provisions of Payment of Bonus Act, 1965. 

 
Note: Any statutory revision of Provident Fund/ESI Contribution or any other similar statutory benefits will 
result in a change in the Net take home salary and the Annual Gross Compensation will remain the same. 
Cognizant has made this offer in good faith after expending significant time and resources in the hiring 
process. We hope you will join us, but appreciate your right to pursue another path. Your formal 
commitment to joining us forms the basis of further planning and client communication at Cognizant. If you 
renege on the commitment and decide not to join us after signing the offer letter, Cognizant reserves the 
right to not consider you for future career opportunities in the company. We look forward to welcoming you 
to Cognizant. 
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Employment Agreement – Cognizant Technology Solutions India Private Limited 

 

 

This Employment Agreement ("Agreement") is made effective as of ______________________between: 

 
Cognizant Technology Solutions India Private Limited, a company incorporated under the Companies Act,  
1956 with its registered office at 5/535, Okkiam Thoraipakkam, Old Mahabalipuram Road, Chennai -  
600096, Tamil Nadu, India; (hereinafter referred to as "Company" or "Cognizant" which expression shall  
unless repugnant to the context or meaning thereof, be deemed to mean and include its successors and  
assigns) of the ONE PART;  
AND 

 
Arul Princy, 21, residing at ____________________________________ (hereinafter referred to as "you",  
"your" or "yourself", which expression shall unless repugnant to the context or meaning thereof, be deemed 
to mean and include his/her heirs, executors and administrators) of the OTHER PART.  
The Company and you are, wherever the context so requires, hereinafter collectively referred to as the 
"Parties" and individually as "Party". 

 
RECITAL: 

 
WHEREAS, you desire to be employed by the Company and the Company has made an employment offer 
("Employment Offer Letter") to you and in pursuance thereof desires to employ you on the terms and 
conditions set forth below. 

 
NOW, THEREFORE, in consideration of the mutual promises, covenants and conditions set forth herein, 
the Parties hereto mutually agree to the below mentioned terms and conditions governing your 
employment with Cognizant: 

 
1. Duties and Responsibilities 

 
a. You agree that at all times during your employment with Cognizant, you will faithfully, industriously, and 
to the best of your skill, ability, experience and talent, perform any and all of the duties required of your 
position. In carrying out these duties and responsibilities, you shall comply with all policies, procedures, 
rules and regulations, both written and oral, as are announced or implemented by the Company from time 
to time, and shall honour and comply with all rules and statutory requirements under applicable law as 
amended from time to time, in letter and spirit.  
b. Your unprofessional behavior or misconduct in violation of Cognizant'sCode of Business Ethics and/or 
other organizational policies shall entitle the Company to take appropriate disciplinary action(s) including 
termination of your employment.  
c. You shall, at all times, maintain satisfactory performance and upskill yourself in accordance with the 
business requirements of the Company. Unsatisfactory or poor performance shall entitle Company to take 
appropriate disciplinary action(s) including termination of your employment. 

 
2. Place of Employment 

 
You will be employed at any one of Cognizant'soffices as per business requirement. The Company 
reserves the right to transfer you on a temporary or permanent basis to the other office locations, functions 
or departments within the Company and/or other affiliated entities and assign such other duties as may be 
deemed fit in the interest of the Company. The Company also reserves the right to require you to work 
remotely from time to time as per business needs or government mandate. 

 
3. No Alternate Employment, No Conflict, Etc. 

 
During your employment with the Company, you shall not, without the Company'sprior written consent, 
directly or indirectly employ or engage with any other person, business or entity, whether or not for any 
gain or profit, irrespective of whether it is during or outside your hours of work in the Company. 
Additionally, you are not allowed to undertake any other gainful employment, engagement, business, 
assume any public office or private office, honorary or remunerative position, without prior written 
permission of the Company. During your employment with the Company, you shall not directly or indirectly 
engage in any conduct in conflict with or averse to the best interests of the Company, as determined by the 
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Company at its sole discretion. In addition, you shall not disclose, divulge or bring on to Cognizant's systems 
or offices, your prior employer'sand/or their clients'proprietary or confidential information, or violate any 
agreement or obligations that you have with them. 

 
4. Confidentiality 

 
a. During the course of your employment with the Company, you shall have access to information and/or 
documents of the Company, its affiliates, its clients or certain third parties'(with which the Company has 
any dealings), which information and/or documents are private, business sensitive, confidential and/or 
proprietary (together, the "Confidential Information"). You are obliged to keep the Confidential Information 
as secret and must not, without prior and specific written permission from the Company, disclose any such 
information, received from whatever source and however you may learn it, to any person or third party.  
b. Any breach of your confidentiality obligations as specified above may be a cause for termination of your 
employment with the Company, besides the Company'sentitlement to initiate legal action against you for 
such breach. The obligations imposed upon you under this clause 5 will survive even after cessation of 
your employment with the Company.  
c. You shall not take copies of any Confidential Information for your own purposes without prior permission 
of the Company and forthwith upon termination of your employment with the Company, you shall return to 
the Company all such copies of Confidential Information including but not limited to documents, records 
and accounts in any form (including electronic, mechanical, photographic & optical recording) relating to 
matters concerning the business or dealings or affairs of the Company.  
d. You shall not, during your employment with the Company and at all times thereafter, do or say anything 
that may cause direct or indirect damage to the business of the Company, its affiliates or their clients.  
e. You shall be governed by Cognizant'sSocial Media Policy and shall, at all times, refrain from posting 
potentially malicious, libelous, obscene, political, anti-social, abusive, and threatening messages or 
disparaging clients, associates, competitors, or suppliers or any third parties.  
f. You will not make any false, defamatory or disparaging statements about Cognizant, its clients, or any 
other employees or directors, irrespective of whether any such statements are likely to cause damage to 
any such entity or person.  
g. The Company reserves the right to require you to sign confidentiality and non-disclosure agreements 
with any clients on whose project you are being assigned on behalf of the Company. 

 
5. Data Protection 

 
By signing below, 

 
a. you hereby provide your consent to Cognizant, its affiliates and their clients for the holding and 
processing of your personal data for all purposes of the administration and management of your 
employment and/or the Company'sbusiness,  
b. you hereby provide your consent to your personal data including any sensitive personal data or 
information being collected and the same being transferred, stored and/or processed by Cognizant in India 
and any other countries where Cognizant, its affiliates and their clients have offices,  
c. you agree that Cognizant and its affiliates may make such data available to its advisors, service 
providers, other agencies such as pension providers, medical, insurance providers, payroll administrators, 
background verification agencies and regulatory authorities,  
d. you have the right to amend, modify or alter your personal information. The Company will exercise all 
reasonable diligence for safeguarding your personal information, as has been disclosed by you. It is 
clarified that the obligation will not be applicable in case of legally required disclosures, and  
e. you acknowledge and agree that Company may, in the course of its business, be required to disclose 
personal data relating to you, after the end of your employment to any group/statutory bodies/authorities as 
required under applicable law/requirements. 

 
6. Work Schedule 

 
a. The Company'snormal working hours shall typically comprise of nine (9) hours per day, exclusive of any 
applicable break, subject to the limit of daily working hours, as prescribed by the applicable laws. The 
Company may require you to work for extended working hours/days including weekends, depending on the 
project requirements, business exigencies and/or for conscientious and complete performance of your 
duties and responsibilities towards the Company, subject to the limit of working hours as prescribed by the 
applicable laws. Any changes made to the Company'sworking hours shall be notified to you.  
b. The Company may, at its discretion, vary the normal working hours or days for any employee or class of 
employees or for all the employees based on project requirements, Company policies and prevailing laws, 
as may be applicable from time to time/in consonance with any applicable laws for the time being in force. 
Any changes to be made to the above work timings or days shall be made by the Company at its sole 
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discretion and notified to you in advance.  
c. The Company may also require you to work on a shift basis. The shifts may be scheduled across 24 
hours a day, 7 days a week and 365 days a year. The shift timings may change from time to time as per 
any Company policy and which will be notified to you in advance.  
d. Your office timings shall be monitored by the Company through appropriate systems & processes, as 
updated from time to time and you shall ensure compliance to the processes and policies at all times. 

 
7. Background Check 

 
Your employment with Cognizant is conditional and subject to satisfactory background and reference 
check in line with the Company'spolicy. An independent agency may conduct internal and external 
background checks, for which you provide your consent. The Company'soffer of employment and/or 
continued employment is subject to satisfactory background verification report. 

 
The Company shall be entitled to withdraw its employment offer if the background verification checks 
reveal unfavorable results at any time. Similarly, in case if your background verification report is found to 
be unfavorable or unsuccessful after you joining the Company, then the Company reserves the right to 
terminate your employment immediately. 

 
8. Compliance with Company Policies 

 
As a condition of employment with the Company and as part of your joining formalities, you are required to 
comply or execute the following Company agreement and attest your understanding and adherence to 
following Company policies: 

 
i. IP Assignment Agreement  
ii. The Code of Business Ethics  
iii. Acceptable Use Policy and Social Media Policy  
iv. Dress Code Policy 

 
Additionally, you will also be governed by other applicable Company rules, processes, procedures and 
policies as may be drafted, enforced, amended and/or altered from time to time and which are not 
specifically mentioned in this Agreement. The applicable rules/ processes/ procedures/ policies are 
available on the Company'sintranet and you are expected to go through the same carefully as a condition 
of your employment. For any clarification in relation to applicable policies, guidelines, processes, please 
reach out to your HR Talent Manager. It is your responsibility to keep yourself informed of any and all 
changes made by the Company to such policies from time to time. If at any time during your employment 
with the Company, you are found in violation of any applicable rules, processes, procedures or policies of 
the Company, the Company reserves the right to take disciplinary action against you, including termination 
your employment without notice period. 

 
9. Non-Compete and Non-Solicit Restrictions 

 
During the term of your employment with Cognizant and until two (2) years after the termination of such 
employment, you will not directly or indirectly, either as an individual on your own account or as a partner, 
employee, consultant, advisor, agent, contractor, director, trustee, committee member, office bearer, or 
shareholder (or in a similar capacity or function), (a) solicit, attempt to solicit, contact or otherwise 
encourage any employee to leave the Company'semployment, (b) solicit business from competitor(s) or 
client(s) of the Company or (c) be employed or engaged with any competitor(s), or (d) be employed or 
engaged with any client(s) of the Company with whom you have interacted or worked in a professional 
capacity representing the Company during the six (6) months preceding the date of termination of your 
employment. 

 
10. Representations and Warranties 

 
By signing below, 

 
a. you warrant that your employment with the Company does not and will not violate or otherwise conflict 
with any agreement (oral or otherwise) to which you are or have been a party and that you possess all the 
requisite permits, work visas and clearances to be able to lawfully and rightfully employed in India with the 
Company under the terms of this Agreement;  
b. you warrant that you have satisfactorily completed all of your obligations under any employment contract 
or other contract or agreement with any company(ies), person(s) or entity(ies) that previously employed or 
contracted with you and that any previous employment contract and/or relationships have terminated 

 
Rl'qd. Office: 115/535, Old Mahabalipuram Road, Okkiam Thoraipakkam, Chennai - 600 097 



and/or expired prior to the effective start date of your employment at the Company and you have all the 
requisite power and authority, and do not require the consent of any third party to be employed with the 
Company;  
c. you represent and warrant that you shall not bring into Company premises or systems (or use in any 
manner) any third-party documents (regardless of media) or materials (including but not limited to 
proprietary information or trade secrets), or any such documents or materials of your previous employer, 
without written permissions/approvals from such previous employer or third parties; and  
d. you represent that unless authorized by the Company in writing, you shall not sign any contract or 
agreement that binds the Company or creates any obligation (financial or otherwise) upon the Company. 

 
11. Indemnity 

 
You agree to indemnify and hold harmless the Company and its affiliates from and against any and all 
direct or indirect losses or damages, injury or liability for a claim of damage, loss or injury to person or 
property, suffered or sustained by Company and its affiliates which is attributable to you, resulting from any 
of your act or omission irrespective of whether it constitutes a breach of the terms of your employment or 
negligent performance of your duties as expected from you while in employment of the Company. 

 
12. Business Engagement, Learning and Development and Project Deployment 

 
In order to ensure that you are fully equipped to adapt to the demanding needs of our clients, the Company 
has several policies and processes relating to deployment of employees to projects, Career Architecture 
program, performance evaluation, learning and development/trainings and avenues of up-skilling. As a 
condition of your employment with the Company, you are responsible for upskilling yourself to make 
yourself eligible for appropriate business/client projects, thereby promoting the spirit of meritocracy and 
career development with the goal of providing world-class services to our clients. Therefore, you shall 
adhere to and meet the obligations under all such policies and processes, including the Associate 
Deployment Pool Policy and those that may be changed by the Company from time to time. 

 
13. Unauthorized Absence 

 
If you are absent from work for a continuous period of 3 days or as prescribed by applicable laws, without 
the prior written consent from your approving authority, it will be construed that you have voluntarily 
abandoned your employment with the Company. The Company shall be entitled to take appropriate 
disciplinary action(s) against you as per the Company'sJob Abandonment Policy. 

 
14. Retirement 

 
You will automatically retire from employment with the Company on the last day of the month in which you 
attain the age of fifty-eight (58) years. It is hereby clarified that the Company reserves its right to change 
the retirement age at its sole discretion. 

 
15. Termination of Employment 

 
a. The Company may terminate your employment at any time with or without assigning any reasons by 
providing 90 days'advance notice to you by paying you pro rata salary in lieu of any notice or balance notice 
period. You may resign or terminate your employment with the Company by providing 90 days' advance 
notice to the Company. When you serve notice to resign from the employment of the Company, the 
Company may at its sole discretion, allow you to pay salary in lieu for the notice period; and/or adjust the 
vacation accumulated towards part of the notice period.  
b. Notwithstanding the aforesaid or anything else to the contrary, the Company may, at its sole discretion, 
suspend, lay off, dismiss, discharge and/or terminate your employment with immediate effect by a notice in 
writing (without any notice period or salary in lieu of any notice period) in the event of your:  
• Misconduct, as provided in Misconduct and Disciplinary Action Policy  
• Non-adherence to Associate Deployment Pool Policy  
• Violation of Social Media Policy or Conflict of Interest Policy  
• Breach of integrity, or embezzlement, or misappropriation or misuse or causing damage to the Company' s 
asset/property or reputation  
• Insubordination or failure to comply with the directions given to you by persons so authorized  
• Insolvency or conviction for any offence involving moral turpitude  
• Breach of any terms or conditions of the Agreement and/or Company'spolicies or other documents or 
directions of the Company  
• Violation of non-disparagement obligations 
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• Conduct, which is regarded by the Company as prejudicial to its own interests or to the interests of its 

client. 

 
16. Deputation, Assignment and Transfer 

 
The Company may second, depute or assign you to work with any of its affiliates or transfer your services 
to any group company worldwide. On any such secondment, deputation, assignment or transfer of your 
employment, the Company and/or affiliate may require you to sign the applicable Overseas Deputation / 
International Employment Agreement(s) of the specific country, based on the policies of the Company. 

 
17. Survival 

 
Clauses 5, 6, 10 and 12 and any other clauses, which by their nature are expected to survive, shall all 
survive the termination of your employment (for any reason) and shall continue to apply to you even after 
cessation of your employment with the Company. 

 
18. Dispute Resolution and Governing law 

 
The Parties shall make best efforts to settle by mutual conciliation any claim, dispute or controversy 
("Dispute") arising out of, or in relation to, this Agreement, including any Dispute with respect to the 
existence or validity hereof, the interpretation hereof, or the breach hereof. This Agreement and your 
employment with the Company shall be governed and interpreted in accordance to the laws of India and 
the courts in Chennai only shall have exclusive jurisdiction over any Dispute. Notwithstanding the 
aforesaid, the Company shall be entitled, in addition to all other remedies, to any interim relief including but 
not limited to an injunction, whether interlocutory or preliminary, restraining any breach of the provisions of 
this Agreement. 

 
19. General 

 
This Agreement and your employment is personal to you and you cannot assign, subcontract or transfer 
your rights or obligations hereunder to any other person or entity. No delay or failure by Company to 
exercise any of its powers, rights or remedies under this Agreement or otherwise will operate as a waiver 
of such powers, rights or remedies. If any provision of this Agreement is held by any competent authority to 
be invalid or unenforceable, the validity of the other remaining provisions of the Agreement shall not be 
affected. You shall not make any announcement concerning Company, its affiliates and their employees, 
contractors or clients without Company'sprior written consent and you shall not use or disclose the name, 
trademark, domain name, service mark, logo or any other intellectual property of Company and its affiliates 
and their employees, contractors or clients. 

 
This Agreement, together with the agreements and policies of the Company, Employment Offer Letter (and 
any attachments thereto, are the exclusive and entire agreement between the Parties relating to its subject 
matter, and supersedes all prior and contemporaneous discussions, agreements, negotiations, 
representations, and proposals relating to the subject matter hereof. 

 
You shall be required to treat the terms of this Agreement as strictly confidential. The Company reserves 
the sole right to change any terms or conditions provided in this Agreement based on applicable laws or 
business exigencies. 

 
IN WITNESS WHEREOF, the Parties hereto have duly executed this Agreement as of the day and year 
first above written. 

 
Cognizant Technology Solutions India Private Limited Arul Princy 
 

 

Sign: __________________ Sign: _________________ 

 
Name: Name: 
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