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You are required to attend the office in decent dress Code.
2. Probation

]

1.

Head Office: No.10
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GETS YOou Going

- : GEN S & NS OF

Your Employment in our com i j

i : t : pany is subject to you been on a probationary period of six months ar date of

g:lmg. During th:s period, your performance, behavior, attitude, etc. will bezxmured bys;mimly M§ ]
uated by a Review process at the end of Probation period as per the company’s standard and if found unsatisfactory

your employment shall be terminated without assigning any reason or notice or without any compensation. ;

Credentials

The offer of appointment is being made on the particulars of your qualifications, training, experience, : Ll

prwiqus remuneration and benefits etc. furnished by you inyyou:qbio = dala/’ application for HRW’ o Fﬁ:e: :
organization. Should any of the particulars furnished by you be found to be incorrect, and/or any of Illt'
documents/certificates submitted by you is found to be not genuine, your services shall liable to be mmmn:? wm
any notice or notice pay in lieu of notice or any terminal benefits. ‘ R
This appointment order is made on the understanding that, beside the above, delay in submission of your document ot will

debar you from being eligible for confirmation/ increment/ promotion and any incidental benefits. R S A

Medical Fitness

The Company retains the right to medically examine you at any point of time in the : ot il i . 5
retained only if you are found medically fit for your position. ‘ i e

Leaves : &)
You will be eligjible for leave as per the Leave Policy of the Company. 4

IT Security {54
While commencement of your services in the company, you are required to strictly adhere blhe IT security
procedures and STFC acceptable usage policy as prescribed by the company. BRI R

Code of Conduct

a) You will be subject to the Rules & Regulations of the Company in force from time to time
attendance, working hours, working conditions & Code of conduct. S
b) You will not without our previous permission in writing, carry on any b\sinl’. or enter, for any pz f
whether during working hours or otherwise, in any capacity the services of, or by
company or person. You will devote your whole time and attention udulivdy to you

interests of our organization. : Y
¢) Commitments or dealings on behalf of the company can be entered into only within
you, with prior written sanction of the management or those in authority over you.

ob Assi e

a) You shall be required to carry out vamus w.otk dm:w
depending upon the exigencies & administrative needs. kA
b) You should devote your full time and attention to the wwkmﬁad
the lawful terms and orders given by your supamMM
shall be the sole judge to determine whether the work :

&3
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12. Residential Address

14. Retirement

15. Resignation

16. Notice Pay

17. Termination of Service

Head Office: No. 101-10%, Shiv Chambers. 1% Fioor, B Wing, Sector11,C.B.D. B
C

Company Assets

You shall be i
; responsible for safe i i o :
may be in your use, cus s keepmgandretummgoodcond:honmdmdernfﬂlmeCompmyosm. aa

Secrecy

You shall maintain i i opera come know.
secrecy of all the information/data of the Company’s tion which during
:: course Cff yaur_employment with us. Any failure on your part to maintain secrecy of ;:nmmpmym bwill'b'e'lhhﬁ' :
k!Sillactum11usriesc:rGFS’clauseisam:licmblecmen'q»loymentamievenafnarse}:-mtian. 5 P

You should keep us informed of any change in your residential address or in your civil status.

Training

In the event of the Company deputes you for acquiring specialized know-how through training withi Ry
2 o
abroad, you will be required to execute a bond to continue employment for a period g?a mmhwmu i

You will retire from the Company on attaining the age of 58 years. Extension, if any, will be at the sole d'b:mﬁ!u! h
management. e

o

Would you wish to resign from the services of the company, you shall give to the company 90 days notice.
However, it may vary as per Company’s policy/Grade prevailing at the time of your resignation. Your
resignation shall be at the sole discretion of the Management and shall subject to handing over charge of v
responsibilitics as assigned to you. This clause shall be applicable to all probationers & confirmed employees.

nY

an equivalent amount (Basic Salary) to the company in lieu of notice.
the sole discretion of the company. During the period of notice, you are not eligible for any kind of
“This clause shall be applicable to all probationers & confirmed employees. : %)

Your employment is liable to be terminated for the following reasons without notice and without payment

a) Ifyourpedormameisfoundmbeunsahhhdosyuddnsnotuudlbe‘w
organization from time to time. 33 K

b) 1f you fail, refuse or neglect to carry out or perform any c'!uly or d?lﬂudgnednm

¢) If you are found guilty of any fraud, misappropriation, insubordination otmh-:wth:t
performance of your duties or otherwise. e

d) Hyouarefoundunﬁtmbeenu-ustedwithmpmﬂ'bhwmt,_:_
consequence of any misconduct, moral turpitude etc. e
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GETS YOU GOING

on the following Terms and Conditions:

1. You are designated as “Assistant Relationship Manager”
2 YouslullberaponsiblefoerMh&DevdopmaﬁofOuCommﬂVehszummmRmuru ‘
the Territory allotted to you.
3. You will function as “RE” in the grade of “OP4T". ¢
4 Youwmmwnmmﬁomuymmmmdymmmmmmmmmw;t._
to you from time to time. : Fits
5. You will be on probation for a period of six months w.e.f. ITMMIMMNMW&M
confirmed in the services of the Company. i
6. YouwullMmﬁMbrFmrmlmdembmthﬁmm
shall be claimed from expense department on production of original bills.
7. Your learning and performance will be reviewed during probation.
On successful completion of probation, your remuneration will be revised as per grade.

signed by you as a token of your acceptance.
We wish you all success.

Thanking you.

Best wishes,

HR Department

*** This is a system generated letter & does not require signature.



