






















































OFFER LETTER

Greetings,

Aleena Thomas

Date: 20/03/2023

Avodha Edutech Private Limited ("Company") which fully owns and operates Avodha.com is
delighted to offer you employment on the following terms:

1. Position and Date of joining: Your position in the company will be of a Product Executive,
after successful completion of the training program. You will join the company on
20/03/2023.

2. Reporting and Employment Location: You will initially report to Arun Shankar. The
Company reserves the right to change your reporting manager or your employment location,
based on business requirements and company discretion.

3. Compensation: Your total compensation will be decided after the probationary training
period and is divided between a fixed component and a variable-pay component. The fixed
component is Rs.84000 per annum, paid monthly. You are expected to work dynamically to
support the learning & management systems of our product and company through dedicated
tools and customer support services. Please note that the Company's salary structure and your
targets may be amended, based on the business requirements of the Company and the same
shall be conveyed to you.

4. Training Period: All those newly professionally associated with Avodha will be placed in



a 7 day training period during which you will be taught the basics of our company culture,
tools, softwares that our company uses. We will also be strictly monitoring the quality of
your
content and your teaching style and will reach a conclusion on your effectiveness as a tutor
at the end of this period. If during this time period we reach the conclusion that you do not
meet our standards as a tutor your employment will be terminated with immediate effect.

5. Probation: On successful completion of the training program, you will be on probation
("Probation Period") for 60 days. Your employment with the Company, during the Probation
Period, can be terminated any time either by you or the Company, for any reason
whatsoever. Depending on the circumstances of your separation from the company, you will
be required to serve a notice period of 7 days or be entitled to notice pay worth 7 days.

6. Confirmation (after Probation): After completion of the Probation Period, your
employment with the Company shall be confirmed. You will continue to have the same
revenue target. Your employment with the Company is for no specific period. Post
confirmation of your employment after the Probation Period, each party shall have the
right to terminate the employment at any time and for any reason whatsoever, with or
without cause, by giving a 30 days' notice in writing.

7. Company policies: You shall be bound by any and all policies and procedures of the
Company, which may change from time to time. The management of the Company
reserves the right to amend and update the policies and procedures of the Company.

8. Absence/Leave: Uninformed or unapproved absence from work for a continuous period
of 3 days or beyond the period of approved leave, without prior approval of the reporting
manager shall result in automatic termination of your employment without any further
notice unless the Company waives such requirement.

9. Reimbursement for Expenses: You will be reimbursed directly for reasonable expenses
incurred by you in the performance of your duties, in accordance with the Company's
Expense Policy. All such expenses must be carried out only after the approval of the
finance team via mail.

10. Device Policy: You will be required to use your own Laptop, Internet Connection and
any other device you will need to fulfill your duties for the company.

11. Indemnity: You are required to indemnify and keep indemnified the Company against
any and all claims, damages, losses etc., which the Company might suffer, on account of any
breach by you of any of the terms of your employment.The Company shall, in addition to
any other remedies available by law, be entitled to an injunction restraining you from
breaching or otherwise violating any terms of your employment.
12. Understanding: This letter contains the entire understanding between the parties and



supersedes all previous agreements and/or arrangements relating to engagement with
the company.

13. Non-Disclosure – You are required to keep confidential any and all trade secrets,
softwares used, systems adopted and any other commercial technique that the
Company adopts in the pursuit of its commercial goals.

14. Copyright and ownership – The company owns complete and exclusive rights to all the
video and audio content produced by you in the period of your employment with the
company. The Company can choose to use/modify/remove the video and audio content
produced by you in any way that the Company Chooses perpetually. By accepting this
agreement either via e-mail or in-person and/or by accepting financial compensation in return
for these services you are waiving off any and all rights that you have over the video and
audio content produced by you for the purposes of the company during your employment at
the company. This clause is applicable only for those content that you provide to the
company in the period of your work with the company

15. Originality – We expect the content to be original and will not tolerate any plagiarism,
furthermore, any content produced by you that is submitted to the Company during your
period of employment with the company must be unique and without any existing claims
and/or scope of claims with respect to its copyright. The content produced by you and
submitted to the company during your period of employment at the company will be the
property of the company and clause 14 will be applicable in its entirety. The content
provider will be liable in the event of any third party disputes regarding copyright of the
product.

16. Other duties – Once you’ve submitted your content and the students begin enrolling
for the courses, you must be available 3 hours every working day exclusively to answer
doubts and questions that the students may have regarding your course.

17. All Live Sessions must be engaging and students must be present, if students are not
present in your class please report during the session itself. If unreported LoP will be
applied.

18. The management of the Company reserves the right to amend the policies of the
company. We hope that you find the above mentioned terms acceptable. Kindly indicate
your agreement with these terms and accept this offer, by signing and dating the duplicate
original of this letter and returning them to the Company and/or by replying in the
affirmative via email. We welcome you to our organisation and look forward to your
contribution to the growth of the organisation and yourself.
19. The COVID-19 Pandemic has created unique challenges in the Economy and the
Company and its resources are severely stressed in this time, your present salary packages
are reflective of the current situation in the economy. Once the Economic stress eases down



we will revisit your current salary packages and revise them for needed increments.

20. You will be assigned to complete a target on a daily basis, failure of which will result
in loss of pay.You are assigned to meet a target of minimum 3 working hours per day. Your
starting salary is fixed to be INR 7000 per month.

21. You will be paid Rs 288 for every hour of Live Session you take, in the event your
Live Sessions quota is met and you are required to carry out further Live Sessions you will
be provided with adequate Overtime pay whose payment will be commensurate to your
hourly charge.

22. As a company, we strive to maintain our secular credentials and keep up a spirit of
harmony. India is a vast and diverse country and it is important to maintain sensitivity
towards all religious groups and sub-groups. We want to avoid the impression that Avodha
as a company is favoring one particular group or sub-group. Therefore along the lines of
Google, Microsoft, Oyo, and other prominent technology-based companies who have
recently implemented similar guidelines, we have decided to follow the trend and actively
maintain and enforce this image. Towards this objective, we wanted to issue a circular
instructing all those who professionally engage with Avodha to refrain from posting material
of a communal or religious nature using the Avodha Logo and Brand Name. This would
include inflammatory religious content, underlying religious statements, religious festivals,
offensive religious content, content created with the objective of hurting religious sentiments
or attempting to do the same. We request your corporation in making this Brand Image a
reality.

Sincerely,

On behalf of Avodha Edutech Private Limited

||
Joseph E George

HR Team– Talent Acquisition
20/03/2023



Salary Breakdown

Name - Aleena Thomas

Designation - Product Executive

Date of Joining - 20/03/2023

The Account Details provided by you is -

Account Number - 33983480266

IFSC Code - SBIN0008483

Bank Branch - Kuttichira

Bank Name - State Bank of India

If you feel the above account details are incorrect, please inform us via hr@avodha.com at
the earliest since all payments will be made to the above mentioned account number
provided by you.

Category Component
Monthly

Yearly

Taxable Basic 5600 67200

Taxable HRA 1400 16800

Taxable Children Education Allowance NA NA

Taxable Statutory Bonus NA NA

Taxable Special Allowance NA NA

Taxable LTA(!) NA NA



Reimbursements Professional Training and Development NA NA

Reimbursements

Books and Periodicals NA NA

Gross Salary

84000

Retirals PF Contribution (employer) NA NA

Retirals ESIC Contribution (employer) NA NA

Base-Cost-to-Company (CTC) 84000

Deductions PF Contribution (employer)

ESIC Contribution (employer)

Professional Tax (2)

Net Pay before
Tax

84000

(1) Tax deduction will be based on documents and bills submission
(2) Subject to change as per state norms and monthly gross income
(3) Will be paid out in salary cycle after completing 1 year with the company









 
   

                               Appointment Letter 
 
 
 
ANCILIN PS 
PADAMATTUMMAL (HO) 
POYYA,THRISSUR,KERALA 
PHN:7510236294 
EMAIL:ancilin2012@gmail.com 
 
 
  
Dear Ancilin P S , 
We have pleasure in appointing you as SOFTWARE SERVICE AND SUPPORT ENGINEER in 
our organization, effective 28-02-2024 on the following terms and conditions: 
 
1. Placement & Compensation 
You will be placed in the appropriate responsibility level of the Company, and will be entitled to 
compensation (salary and other applicable benefits) as detailed in Annexure “A”. Compensation 
will be governed by the rules of the Company on the subject, as applicable and/or amended 
hereafter. 
 
2. Salary revision 
Your salary will be reviewed on April 1st of each year, or at such other time as the Management 
may decide. Salary revisions are discretionary and will be subject to, and on the basis of, effective 
performance and results. 
 
3. Posting & Transfer 
Your initial posting will be as software service and support engineer However, your services are 
liable to be transferred, at the sole discretion of Management, in such other capacity as the company 
may determine, to any department / section whether existing today or which may come up in future.   
In such a case, you will be governed by the terms and conditions of the service applicable at the 
new placement location. 
 
4. Probation: 
That you will be on probation for a period of six months.  The period of probation can be extended 
at the discretion of the Management and you will continue to be on probation till an order of 
confirmation has been issued in writing. 
 
5. Full time employment 
Your position is a whole time employment with the Company and you shall devote yourself 
exclusively to the business and interests of the company. You will not take up any other work for 
remuneration (part time or otherwise) or work in an advisory capacity, or be interested directly or 
indirectly (except as shareholder / debenture holder), in any other trade or business during your 
employment with the company, without permission in writing of the Board of Directors of the 
Company.  You will also not seek membership of any local or public bodies without first obtaining 
specific permission from the Management. 
 



6. Intellectual Property 
If you conceive any new or advanced method of improving designs/ processes/ formulae/ systems, 
etc. in relation to the business/ operations of the Company, such developments will be fully 
communicated to the company and will be, and remain, the sole right/ property of the Company.
  
7. Responsibilities & Duties 
Your work in the organization will be subject to the rules and regulations of the organization as laid 
down in relation to conduct, discipline and other matters. You will always be alive to 
responsibilities and duties attached to your office and conduct yourself accordingly. You must 
effectively perform to ensure results. 
 
 
8. Past Records 
If any declaration given, or information furnished by you, to the company proves to be false, or if 
you are found to have wilfully suppressed any material information, in such cases, you will be liable 
to removal from services without any notice. 
 
 
9. Termination of employment 
During the probationary period and any extension thereof, your services may be terminated on 
either side by giving one month’s notice or salary in lieu thereof.  However, on confirmation the 
services can be terminated from either side by giving one months (30 days) notice or salary in lieu 
thereof. 
 
Upon termination of employment, you will immediately hand over to the Company all 
correspondence, specifications, formulae, books, documents, market data, cost data, drawings, 
affects or records belonging to the Company or relating to its business and shall not retain or make 
copies of these items. 
 
Upon termination of employment, you will also return all company property, which may be in your 
possession. 
 
10. Performance Expectations: 
The employee shall perform their duties diligently and professionally, striving to achieve sales 
targets and other performance objectives set by the company. 
 
11. Medical Fitness 
This appointment is subject to your being, and remaining, medically fit. 
 
 
Please confirm your acceptance of the appointment on the above terms and conditions by signing 
and returning this letter for our records. 
 
Yours faithfully, 
Rinosh T James 
DIRECTOR / CTO 
 
 
I have read the terms and conditions of this letter of appointment and confirm my acceptance of the 
same.    
                                                                                          
ANCILIN PS 



 
ANNEXURE ‘A’: COMPENSATION DETAILS (Salary & applicable benefits) 
 
 
Name              : ANCILIN PS   
Designation                :      SOFTWARE SERVICE AND SUPPORT ENGINEER 
Date of joining           : 29-02-2024 
Location             :          THRISSUR 
 
 
 
a) Remuneration 
 

 Frist month salary is, 
 
Basic Salary     :Rs.    7812 /- per month 
HRA                                      :Rs      3125 /- per month 
Conveyance Allowance    :Rs.    1563 /- per month 
………………………………………………………………………………………………………....
Total   Salary                                       -Rs     12500/- per month  
 
 
 
 
b) Leave 
 
You will be entitled to annual, sick and casual leave as applicable to your category of employees. 
 
…………………………………………………………………………………………………. 
 
 
Note: 
It is expected that individual compensation package would not be shared with other employees. 
The above compensation structure is subject to change without affecting emoluments adversely. 
Applicable tax would be borne by the employee. 
 



10/12/23, 7:37 PM Fwd: OFFER LETTER #9324 - sd@carmelcollegemala.ac.in - Carmel College, Mala Mail

https://mail.google.com/mail/u/2/#inbox/FMfcgzGtwMkDMdqsKnfdWwBxRTSfCpsz 1/1

Dear Angel Rose Iittiera,

Greetings from TENZOTECH,

Tenzotech is an Ed-tech Brand company having head office in Noida. Our
Services are excellent in Artificial Intelligence, Augmented Reality, Data
Science, Python with frameworks, Machine Learning Android Developmen
etc.

We are glad to inform you that you have been selected as Jr.AI Develope
(Phase 2) as per the following terms & conditions. You have to pay an
amount of Rs 15000/- as a processing fee (including medical insurance,
training, and other amenity fees).

You need to execute an amount of Rs.5000/- as a registration fee to the
following account on or before 2nd Aug 2023 Wednesday and the remai
amount is to be paid after training starts. Your Online training will star
soon which is flexible and depends upon the discussion with other
selected candidates. Your date of joining is after the academic year.

          G pay No: 9746800713 (Tenzotech)



10/12/23, 7:37 PM Fwd: OFFER LETTER #9330 - sd@carmelcollegemala.ac.in - Carmel College, Mala Mail

https://mail.google.com/mail/u/2/#inbox/FMfcgzGtwMkDMfxWKqXHgWHJJXtDCgjx 1/1

Dear Nandhana k b,

Greetings from TENZOTECH,

Tenzotech is an Ed-tech Brand company having head office in Noida. Our
Services are excellent in Artificial Intelligence, Augmented Reality, Data
Science, Python with frameworks, Machine Learning Android Developmen
etc.

We are glad to inform you that you have been selected as Jr. AI Develope
(Phase 2) as per the following terms & conditions. You have to pay an
amount of Rs 15000- as a processing fee (including medical insurance,
training, and other amenity fees).

You need to execute an amount of Rs.5000/- as a registration fee to the
following account on or before 2nd Aug 2023 Wednesday  and the
remaining amount is to be paid after training starts. Your Online traini
will start soon which is flexible and depends upon the discussion with
other selected candidates. Your date of joining is after the academic













Application ID: 8000080892 Issued By  (214443) 

Date: February 20, 2023 

Subject: Offer of Employment 

Dear Chinju Davis,

Heartiest Congratulations to you! 

HDFC Life is delighted to offer you the full-time position of Graduate Trainee in our contingent upon your successful
clearance of Graduate examination.

A detailed Compensation structure is enclosed here with (Annexure 1) for your reference. An appointment letter along
with the terms and conditions of employment will be issued to you after joining. Your joining will be subject to your
successful completion and clearance of the Pre-Joining Training and Assessment. 

We are extremely excited to have you onboard. We are looking forward to receiving your acceptance of the offer on the
duplicate copy of this letter. Please attach your resume and two passport size photographs with the same. We would like
to update that all necessary documents need to be submitted with us during your joining stage.

For & on behalf of
HDFC Life Insurance Company Limited

Sushil Chander 
VP - Human Resources



Application ID: 8000080892 Issued By  (214443) 

Annexure 1 

Date: February 20, 2023 
Name: Chinju Davis 
Designation: Graduate Trainee 
Band: 1A 

CTC STRUCTURE
Components Per Annum

(I) Fixed Pay
Basic 82,500
House Rent Allowance 49,500
Other Allowance 88,404
Bonus 33,787

Monthly Gross 254,191

(III) Retirals
Provident Fund 20,509

(IV) Valued Benefits
Group Insurance Benefit 300

Fixed Cost to Company (FCTC) 275,000

Other Benefits (as per prevalent Company Policy):

Group Term Insurance: Term cover of INR 1,200,000/- 



Application ID: 8000080953 Issued By  (214443) 

Date: February 20, 2023 

Subject: Offer of Employment 

Dear Abhinasree Anand,

Heartiest Congratulations to you! 

HDFC Life is delighted to offer you the full-time position of Graduate Trainee in our contingent upon your successful
clearance of Graduate examination.

A detailed Compensation structure is enclosed here with (Annexure 1) for your reference. An appointment letter along
with the terms and conditions of employment will be issued to you after joining. Your joining will be subject to your
successful completion and clearance of the Pre-Joining Training and Assessment. 

We are extremely excited to have you onboard. We are looking forward to receiving your acceptance of the offer on the
duplicate copy of this letter. Please attach your resume and two passport size photographs with the same. We would like
to update that all necessary documents need to be submitted with us during your joining stage.

For & on behalf of
HDFC Life Insurance Company Limited

Sushil Chander 
VP - Human Resources



Application ID: 8000080953 Issued By  (214443) 

Annexure 1 

Date: February 20, 2023 
Name: Abhinasree Anand 
Designation: Graduate Trainee 
Band: 1A 

CTC STRUCTURE
Components Per Annum

(I) Fixed Pay
Basic 82,500
House Rent Allowance 49,500
Other Allowance 88,404
Bonus 33,787

Monthly Gross 254,191

(III) Retirals
Provident Fund 20,509

(IV) Valued Benefits
Group Insurance Benefit 300

Fixed Cost to Company (FCTC) 275,000

Other Benefits (as per prevalent Company Policy):

Group Term Insurance: Term cover of INR 1,200,000/- 



Application ID: 8000080955 Issued By  (214443) 

Date: February 20, 2023 

Subject: Offer of Employment 

Dear Aina Babu,

Heartiest Congratulations to you! 

HDFC Life is delighted to offer you the full-time position of Graduate Trainee in our contingent upon your successful
clearance of Graduate examination.

A detailed Compensation structure is enclosed here with (Annexure 1) for your reference. An appointment letter along
with the terms and conditions of employment will be issued to you after joining. Your joining will be subject to your
successful completion and clearance of the Pre-Joining Training and Assessment. 

We are extremely excited to have you onboard. We are looking forward to receiving your acceptance of the offer on the
duplicate copy of this letter. Please attach your resume and two passport size photographs with the same. We would like
to update that all necessary documents need to be submitted with us during your joining stage.

For & on behalf of
HDFC Life Insurance Company Limited

Sushil Chander 
VP - Human Resources



Application ID: 8000080955 Issued By  (214443) 

Annexure 1 

Date: February 20, 2023 
Name: Aina Babu 
Designation: Graduate Trainee 
Band: 1A 

CTC STRUCTURE
Components Per Annum

(I) Fixed Pay
Basic 82,500
House Rent Allowance 49,500
Other Allowance 88,404
Bonus 33,787

Monthly Gross 254,191

(III) Retirals
Provident Fund 20,509

(IV) Valued Benefits
Group Insurance Benefit 300

Fixed Cost to Company (FCTC) 275,000

Other Benefits (as per prevalent Company Policy):

Group Term Insurance: Term cover of INR 1,200,000/- 



Application ID: 8000081032 Issued By  (214443) 

Date: February 20, 2023 

Subject: Offer of Employment 

Dear Sandhra Santhoshk,

Heartiest Congratulations to you! 

HDFC Life is delighted to offer you the full-time position of Graduate Trainee in our contingent upon your successful
clearance of Graduate examination.

A detailed Compensation structure is enclosed here with (Annexure 1) for your reference. An appointment letter along
with the terms and conditions of employment will be issued to you after joining. Your joining will be subject to your
successful completion and clearance of the Pre-Joining Training and Assessment. 

We are extremely excited to have you onboard. We are looking forward to receiving your acceptance of the offer on the
duplicate copy of this letter. Please attach your resume and two passport size photographs with the same. We would like
to update that all necessary documents need to be submitted with us during your joining stage.

For & on behalf of
HDFC Life Insurance Company Limited

Sushil Chander 
VP - Human Resources



Application ID: 8000081032 Issued By  (214443) 

Annexure 1 

Date: February 20, 2023 
Name: Sandhra Santhoshk 
Designation: Graduate Trainee 
Band: 1A 

CTC STRUCTURE
Components Per Annum

(I) Fixed Pay
Basic 82,500
House Rent Allowance 49,500
Other Allowance 88,404
Bonus 33,787

Monthly Gross 254,191

(III) Retirals
Provident Fund 20,509

(IV) Valued Benefits
Group Insurance Benefit 300

Fixed Cost to Company (FCTC) 275,000

Other Benefits (as per prevalent Company Policy):

Group Term Insurance: Term cover of INR 1,200,000/- 























































Thozhi larangathekku Job Fair- FEB 2023
1 message

KKEM JOBS <kkem-jobs@ictkerala.org> Wed, 1 Mar 2023 at 1:06 pm
To: shasiyaanas@gmai l.com
Cc: Sameer S <pc03@ictkerala.org>, Kai las K <kai las.k@ictkerala.org>
Bcc: shelshavasu3@gmai l.com

Dear Candidate,

Greetings from Team KKEM !!!

At the outset, congratulations to you, you have been provisional ly selected for a job with Eureka Forbes as Sales Consultant during

the Job Fair held at Sree Kerala Varma Col lege, Thrissur. The Company wi l l be in touch with you for any verification of credentials

and other pre requisite information, before confirming the offer.

Kindly share the necessary documentation for such verification.

We wish you a wonderful career ahead.

Note : please do not submit any original educational qual ification certificates or government identity cards for verification. Self

attested copies or in presence physical verification alone should be al lowed.

--
With regards,
TEAM KKEM

Disclaimer:

-----------------------------------------------------------------------------------------------------------
----------------

This emai l message, contents and its attachments may contain confidential, proprietary or legal ly privi leged information and is
intended solely for the use of the individual or entity to whom it is actual ly intended. Any form of reproduction, dissemination,
copying, disclosure, modification, distribution and / or publ ication of this message without the prior written consent of the author
of this e-mai l is strictly prohibited. If you have received this emai l in error please delete it permanently and notify the sender
immediately.

WARNING: . Internet Communications cannot be guaranteed to be secure or error-free as information could be delayed, intercepted,
corrupted, lost, or contain viruses. ICT Academy of Kerala does not accept any l iabi l ity for any errors, omissions, viruses or
computer problems experienced by any recipient as a result of this e-mai l.

-----------------------------------------------------------------------------------------------------------
------------------



Thozhilarangathekku Job Fair- FEB 2023 
1 message

KKEM JOBS <kkem-jobs@ictkerala.org> Wed, 1 Mar, 2023 at 1:06 pm
To: shasiyaanas@gmail.com
Cc: Sameer S <pc03@ictkerala.org>, Kailas K <kailas.k@ictkerala.org>
Bcc: shaminishaju3@gmail.com

Dear Candidate,

Greetings from Team KKEM !!!

At the outset, congratulations to you, you have been provisionally selected for a job with Eureka Forbes as Sales

Consultant during the Job Fair held at Sree Kerala Varma College, Thrissur. The Company will be in touch with you for any 

verification of credentials and other pre requisite information, before confirming the offer.

Kindly share the necessary documentation for such verification.

We wish you a wonderful career ahead.

Note : please do not submit any original educational qualification certificates or government identity cards for verification. 

Self attested copies or in presence physical verification alone should be allowed.

--  
With regards,
TEAM KKEM

Disclaimer:

---------------------------------------------------------------------------------------------------------------------------

This email message, contents and its attachments may contain confidential, proprietary or legally privileged information
and is intended solely for the use of the individual or entity to whom it is actually intended. Any form of reproduction,
dissemination, copying, disclosure, modification, distribution and / or publication of this message without the prior written
consent of the author of this e-mail is strictly prohibited. If you have received this email in error please delete it
permanently and notify the sender immediately.

WARNING: . Internet Communications cannot be guaranteed to be secure or error-free as information could be delayed,
intercepted, corrupted, lost, or contain viruses. ICT Academy of Kerala does not accept any liability for any errors,
omissions, viruses or computer problems experienced by any recipient as a result of this e-mail.

-----------------------------------------------------------------------------------------------------------------------------







PLACEMENT 2023 – 2024 

Sangeetha M 
MVoC  Multimedia 
Zapare Technologies Pvt Ltd 
Indeevaram 1st & 2nd Floor | Special Economic Zone 
Infopark Thrissur | Koratty P.O. 
Thrissur Dist | Kerala | India – 680308 
Salary = 15000/- 

 
 







Application ID: 8000080954 Issued By  (214443) 

Date: February 20, 2023 

Subject: Offer of Employment 

Dear Shifana Nowshad,

Heartiest Congratulations to you! 

HDFC Life is delighted to offer you the full-time position of Graduate Trainee in our contingent upon your successful
clearance of Graduate examination.

A detailed Compensation structure is enclosed here with (Annexure 1) for your reference. An appointment letter along
with the terms and conditions of employment will be issued to you after joining. Your joining will be subject to your
successful completion and clearance of the Pre-Joining Training and Assessment. 

We are extremely excited to have you onboard. We are looking forward to receiving your acceptance of the offer on the
duplicate copy of this letter. Please attach your resume and two passport size photographs with the same. We would like
to update that all necessary documents need to be submitted with us during your joining stage.

For & on behalf of
HDFC Life Insurance Company Limited

Sushil Chander 
VP - Human Resources



Application ID: 8000080954 Issued By  (214443) 

Annexure 1 

Date: February 20, 2023 
Name: Shifana Nowshad 
Designation: Graduate Trainee 
Band: 1A 

CTC STRUCTURE
Components Per Annum

(I) Fixed Pay
Basic 82,500
House Rent Allowance 49,500
Other Allowance 88,404
Bonus 33,787

Monthly Gross 254,191

(III) Retirals
Provident Fund 20,509

(IV) Valued Benefits
Group Insurance Benefit 300

Fixed Cost to Company (FCTC) 275,000

Other Benefits (as per prevalent Company Policy):

Group Term Insurance: Term cover of INR 1,200,000/- 







Candidate ID: 0000053947 Issued By Kiran Mestry (00167246) 

May 27, 2023 

Surya S
Santhipurath (H), 
Kuruvattoor(PO), Vallapuzha, 
Palakkad - 679336, Kerala, 
India

Subject: Offer Letter 

Dear Surya,

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

Designation: Graduate Trainee 

Department: Bancassurance 

Organizational Band / Grade: 1A 

Location: Kochi - Pallath Enclave 

Validity of Offer: 15 days from date of issuance of this letter

Job Detail 

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

Compensation & other Benefits 

 1. Your annual emoluments will be INR 2,75,000/- per annum on cost to company basis; the details of which are
shown in Annexure 1. The Company will deduct taxes and other statutory dues as may be applicable from time to
time from the remuneration payable to you.

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

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

a. The Provident Fund Scheme and other retirement schemes, if any. The statutory Provident Fund (PF)
contribution by the Company and your contributions (or deductions from your payroll) would follow the
prevailing PF rules at the time. 



Candidate ID: 0000053947 Issued By Kiran Mestry (00167246) 

b. Medical Hospitalisation Scheme, as applicable 

c. Group Term Insurance plan, as applicable 

d. Gratuity: You will be entitled to gratuity as per 'Payment of Gratuity Act, 1972'. Please note that gratuity is
payable only upon completion of applicable period prescribed under the 'Payment of Gratuity Act, 1972'.

e. Your monthly pay would include the Bonus component, if applicable, in accordance with the Payment of
Bonus Act, 1965. This applies to your emoluments as listed in Annexure 1. These will be in addition to
any applicable sales incentives or variable pay for performance. 

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

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

Probation Period

 6. You will be on probation for a period of 1 year from the date of your joining the Company, which may be
extended in case it is found necessary by the Company. You will continue to be on probation unless specifically
confirmed in writing. 

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

Transfer

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

Leave

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

Retirement

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

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

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

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

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

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

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

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

Notice Period on confirmation 

 17. This engagement may be terminated by either party without providing any reason whatsoever by giving to the
other, at any time, notice of 15 days in writing. In case of an ongoing internal investigation(s) / proceedings(s)
against you, the Company has the right to extend your last working date, till the completion of said
investigation(s) / proceeding(s). 
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 18. The decision of the Company will be final regarding the relieving date. In case, based on your request, the
Company decides / agrees to reduce the notice period, then you will be bound to pay for the number of days
which have not been served under the said notice period, as calculated by the Company on your last drawn basic
pay. If the Company decides to relieve you prior to completion of notice period, the Company will pay (except
where mutually agreed or for relieving you due to breach by you of the terms and conditions of your employment)
for the number of days which have not been served under the said notice period amount, as calculated by the
Company on your last drawn basic pay. If you fail to report to duty till your last working date (as decided by the
Company, except for prior approved leaves), your separation will be as per the abandonment clause(s), as
mentioned further on in the section Other Terms and Conditions of this letter. 

 19. Notwithstanding anything contained herein, your employment with the Company shall stand terminated forthwith
without any notice or payment in lieu of notice on account of: 

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

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

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

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

Other Terms and Conditions 

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

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

 22. You are required to provide all the necessary documents / evidence required on the information furnished by you
while seeking employment and as required under the rules and regulations of the Company. 
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 23. We understand that we have your consent and authorization to take any pre or post-employment examinations
and or Verification / checks as may be required by the Company (including its subsidiaries) or its representatives.
You also authorize that HDFC Life Insurance Company Limited may use an outside external (third party) agency
to verify and validate the information you have provided including but not limited to your employment history, your
personal background, professional standing, work history and various qualifications, educational or otherwise.
You understand that an external background check agency may obtain information it deems appropriate from
various sources including, but not limited to, the following: current and past employers, criminal conviction
records, school records, college records and professional and personal references. You authorize, without
reservation, any individual, corporation or other private or public entity to furnish to the Company and the external
background check agency all information about you. You unconditionally release and hold harmless any
individuals, corporation, or private or public entity from any and all causes of action that might arise from
furnishing to the Company and the external agency information that they may request pursuant to this release.
We believe that you have not made any false declaration or willfully suppressed any material information,
including any previous employment history with the Company. Accordingly, the offer of appointment is made
relying upon information furnished and representation made by you. However, the offer of appointment is subject
to reference and background check to be conducted by the Company at its discretion at any point of time during
the course of your employment. If for any reason it is found that the reference or background check is negative or
detrimental to the interest of the Company as determined by the Company, in its sole discretion, the Company is
entitled to terminate your services at any time, during or even after completion of the probation period with
immediate effect without notice or any salary in lieu of notice. This authorization and release, in original, digital,
faxed or photocopied form, shall be valid for this and any future reports and updates that may be requested. 

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

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

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

 27. On your joining, you will be required to undergo a Regional Induction program as per policy at the Specified
Regional location as communicated by the Regional Human Resources Manager, designated to your location. In
case you are required to travel and stay at another location other than your base location for your induction, you
will be eligible for training allowance as per Company Policy or basis exception approval. 

 28. Whilst in the employment of the Company and for a period of three (3) months thereafter your salary bank
account as reflected on the Company's records, may be subject to audit at any point of time. By signing this
letter, you hereby authorize and provide to the Company an irrevocable right to access your salary bank account
for audit purposes during the period specified herein. 

 29. You will have to raise resignation only through Employee Self Service (ESS). Resignation through any mode
other than ESS will not be considered. 
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 30. You will need to open a bank account with our banking partner for salary and reimbursement purposes; in case
you have an existing account with the partner, you may choose to convert it to salary account or open a separate
account for the same. Failure to do so will result in salary and reimbursements being kept on-hold, for such
period of time, till the bank account is opened with the banking partner. 

Management reserves the right to effect change in any of the above clauses and the same will be communicated to you
through Employee Self Service (ESS) or other communication channel/s as prevalent at the time. If you are agreeable to
the above-mentioned terms and conditions, please acknowledge your acceptance on the Candidate portal or via email to
your respective HR partner.

We look forward to a mutually rewarding relationship.

Regards,

For & on behalf of
HDFC Life Insurance Company Limited

Sushil Chander 
VP - Human Resources

I agree to and accept all the above terms and conditions. 
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Annexure 1 

Date: May 27, 2023 
Name: Surya S 
Designation: Graduate Trainee 
Location: Kochi - Pallath Enclave 
Band: 1A 

CTC STRUCTURE
Components Per Annum

(I) Fixed Pay
Basic 82,500
House Rent Allowance 49,500
Other Allowance 88,059
Bonus 33,974

Monthly Gross 254,033

(III) Retirals
Provident Fund 20,467

(IV) Valued Benefits
Group Insurance Benefit 500

Fixed Cost to Company (FCTC) 275,000

You will be eligible to be enrolled into sales incentive schemes as and when announced by the Company.

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

Other Benefits (as per prevalent Company Policy): 

Insurance benefits: 

Group Term Insurance: Term cover of INR 1,200,000/-.
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Annexure 2 - Checklist of the Documents 

You are requested to share following documents before your joining date, so that we can have everything in order for
your joining.

A. Photo ID, Address and Age Proof: 

i. PAN Card
ii. Aadhaar card 

 B. Work Experience: 

i. Experience letter / Relieving letter / Resignation acceptance letter with company stamp / Resignation
acceptance email / Screen capture of HRIS resignation from last place of work 

 C. Education Proof: 

i. Graduation - mark sheets for each year of the program & degree certificate
ii. PG / MBA - mark sheets for each year of the program & degree certificate 

D. Other Documents: 

i. Scanned copy of a color passport size photograph (required for generation of Company ID card) 

E. Blood Group 

Your offer has been made based on the information furnished by you. However, if there is a discrepancy in the copies of
the documents / certificates given by you as a proof in support of the above, the Company reserves its right to revoke the
offer any time before your joining, and also its right to terminate your employment anytime after joining.
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