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Date: July 8, 2024

Ref: LTIMindtree/HR/NE6/Campus/2024

Name: Radhika Borkar

College: Vidya Bharti Amravati

LETTER OF OFFER FOR ASSOCIATE TRAINEE

Dear Radhika Borkar,

Welcome to LTIMindtree(hereinafter referred as the "Company"). Congratulations on being selected as an 
Associate Trainee. This offer is on the following terms and conditions, subject to fulfilling the eligibility 
criteria (Refer Annexure 1) and a successful background check.

1. During the training period (includes classroom and on the job training) of 3 months, your Stipend including 
all benefits will be Rs. 20,000 pm.

2. All payments made to you would be subject to deduction of applicable taxes at source (TDS).Your 
remuneration is strictly confidential between you and the Company and should not be discussed   with 
anyone nor divulged to anyone in any manner whatsoever, except with the prior  consent of the Company.

3. You will also be issued a detailed Letter of Appointment as an Associate Trainee subject to you meeting the 
eligibility criteria as mentioned in Annexure-1.

4. Documents - Your offer is subject to you submitting all the mandatory documents at the time of  joining. 
(Refer Annexure-2)

5. Background Verification - As a part of background verification, we need your acknowledgement and 
authorization to undertake necessary background verification through internal or external  agencies. These 
are including but not limited to your educational / professional credentials and  other background checks. If 
any discrepancy is discovered after you have joined the Company or  during background verification, this 
offer shall stand withdrawn, apart from other legal action being initiated against you.

6. If the above stated terms and conditions are acceptable to you, kindly upload an acknowledged  scanned 
soft copy of this Associate Trainee Offer Letter on the CampBuzz Portal   (https://campbuzz.ltimindtree.com) 
and register your credentials therein within seven (7) days from the date of this   letter.

If you do not register your credentials within the above period on the Company portal and accept the offer 
on the portal within (7) days, the aforesaid offer automatically stands cancelled. 
Post registration on the above portal, if you do not join on the date intimated to you, this offer  will be 
cancelled at the discretion of the Company.
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7. You may be confirmed in 3 months from the effective start date of your employment with the Company. 
During this period, a prior notice of 7 days shall be applicable, in case of voluntary resignation by the 
employee. Your employment with LTIMindtree will be terminated without any notice or compensation in 
lieu of notice in the below circumstances, which you agree are reasonable and acceptable:

Failing to meet the qualification criteria during the Training Program assessments
Unauthorized absence during the Training Program
Integrity and other disciplinary expectations

8. All Annexures appended herewith shall form an integral part of this letter.

9. Your engagement with the Company will be governed by the rules, regulations and policies of  the Company 
in effect.

10. The terms and conditions mentioned above are subject to change at any time at sole discretion of the 
Company and as per business demands without prior notice.

11. According to the standard practice of our Company, you will treat the above terms of this letter as strictly 
confidential.

12. Post successful completion of 3 months and subject to joining the Company, your annual CTC including all 
benefits will be as per the details mentioned in 'Annexure-3'.

13. As a part of your transition from campus to corporate world, you may be engaged in various learning and 
development programs prior to your joining the Company. You are therefore requested to complete the 
Company training which will be communicated to you separately. Company has made significant 
investments into these learning and development programs for your professional development and 
therefore would urge you to actively participate in the trainings and complete them with at least the 
minimum score required. The evaluations of your performance in these trainings are critical and the 
outcomes would have a direct impact on your onboarding.

We welcome you to the LTIMindtree family and look forward to a long and fruitful association with you.

Yours faithfully,

For LTIMindtree Ltd.

________________________

Thiagu Dharmalingam
Senior Manager -Talent Acquisition

I have read the letter and accept the same.
___________________
Signature and Date
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                                          ANNEXURE-1

  Eligibility Criteria for Arts & Science Hiring Batch (CIS) 

Qualification B.Sc / BCS & BCA (Full-Time)

Branches Computer Science, Information Technology, Information Science, Maths,
Physics, Chemistry, Statistics, Electronics & Computer Application

Academic Gap No academic gap allowed during the course duration.
(SSC/HSC/Diploma/UG/PG)

Course must complete in 3 years

SSC, Diploma, HSC/ Graduation
Percentage/CGPA

Consistent academic records of 50% or Equivalent CGPA in 10th, 12th,Diploma (as                  
     applicable) & UG (aggregate of all  semesters & subjects)

Appropriate CGPA to percentage conversion to be considered as per the respective                
     university norms.

SSC/Diploma/HSC should have cleared in FIRST ATTEMPT. The scores of the                              
    Main/improvement exam will be considered as final.

For candidates who have pursued both HSC and Diploma, marks scored in the Diploma          
    course will be considered.

Initial results (% scores) declared would be considered for students awaiting re-evaluation    
    results.

Candidates to have all prior education/graduation certificates

At the time of joining all recruits should have 50% aggregate in the current pursuing degree 
   (All subjects taken into consideration)

Backlogs/Arrears/ ATKT (Allowed 
To Keep Term) In UG/PG 
Graduation

No active backlogs allowed at the time of recruitment & joining.

Year of Passing 2024 Pass Outs

Nationality Indian Citizens

Pre-Employment Verification Not convicted for any criminal offence
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Self-Declaration: 

  1. I hereby declare that I meet ALL the eligibility criteria as mentioned above.

  2. I am aware that I will be subjected to disciplinary actions as per the company norms if any of the information given at the      
       time of selection process is found to be false/ misrepresentation of the information.

  3. I confirm that I have not appeared for any LTIMindtree interview process anywhere in the past 6 months. (If  found so,           
        LTIMindtree may take immediate  action and cancel the candidature at any stage)

       I agree as a future IT professional, it is essential for me to be flexible to learn various emerging technologies & domains, 
work in different time schedule/hours based on business needs, open to be deployed in work locations across LTIMindtree 
facilities throughout my employment with LTIMindtree.

  Name: ______________________________

  Signature: ______________________________

  Mobile No: ______________________________

 College Name: ______________________________

  Date: ______________________________(DD/MM/YYYY)
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ANNEXURE-2

Please bring along with you the following documents in original and one copy of the same.

A. Duly acknowledged copy of the Associate Trainee Offer Letter.

B. Non-Disclosure Agreement.

C. Two copies of your recent passport size photograph with white background.

Attested copies of the following are required:

1. Proof of age.

2. SSC/HSC or equivalent examination mark sheets.

3. Diploma / Degree mark sheets for all the Semesters/Years.

4. Passport first & last page.

5. Four wheeler Driving License.

6. Pan card.

7. Aadhar card.

You are requested to note that our offer is subject to submitting the above documents.
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ANNEXURE-3

Name                  :  Radhika Borkar       Date         :  July 8, 2024

Salary Grade      :  P1

Components INR. (p.a.) INR. (p.m.)

Basic 15,000

Bouquet of Benefits 3,803

Bonus 4,200

 Base Salary (p.a.) 276,036 23,003

Annual Incentive 0

Total Variable (p.a.) 0

TTC(p.a.) 276,036

PF 21,600 1,800

Gratuity 8,664 722

Mediclaim Premium(p.a) 12,929

Retirals & Other Benefits(p.a) 43,193

Cost to Company (CTC) 319,229

Medical Insurance Premium:
The Group Mediclaim Policy of Company covers Employee, Spouse & up-to 3 dependent children (below 25 yrs of 
age). Coverage limits are as per company policy.

You would also be eligible to be covered under the Voluntary Group Term Life and Group Accident Insurance policy 
as per the company policy.

Notes:
1)Basic will be reckoned for PF, Gratuity (If applicable) and Leave Encashment as per rules.
2)Bouquet of Benefits* /Flexi Pay consists of Flexi-components which may include 
    HRA,Conveyance,LTA,MealAllowance and Adhoc allowance.
3) H.R.A. will be deducted for accommodation (if any) provided by the Company.
4)The PF amount shown is the Employer's contribution. An equal amount will be deducted as Employee's 

contribution.
5) Gratuity payment shall be as per Payment of Gratuity Act, 1972".
6)Any or all of the above allowances may be altered / withdrawn at the sole discretion of the management
    and the payment of allowances will be governed by the rules and regulations of the Company as may be 
    applicable from time to time.

- Income Tax will be deducted at source wherever applicable as per Income Tax Rules.

- Any or all the above allowances may be altered / withdrawn at the sole discretion of the management and the 
payment of allowances will be governed by the rules and regulations of the Company as may be applicable from 
time to time.
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Date: July 7, 2024

Ref: LTIMindtree/HR/NE6/Campus/2024

Name: Parth Asarkar

College: Vidya Bharti Amravati

LETTER OF OFFER FOR ASSOCIATE TRAINEE

Dear Parth Asarkar,

Welcome to LTIMindtree(hereinafter referred as the "Company"). Congratulations on being selected as an 
Associate Trainee. This offer is on the following terms and conditions, subject to fulfilling the eligibility 
criteria (Refer Annexure 1) and a successful background check.

1. During the training period (includes classroom and on the job training) of 3 months, your Stipend including 
all benefits will be Rs. 20,000 pm.

2. All payments made to you would be subject to deduction of applicable taxes at source (TDS).Your 
remuneration is strictly confidential between you and the Company and should not be discussed   with 
anyone nor divulged to anyone in any manner whatsoever, except with the prior  consent of the Company.

3. You will also be issued a detailed Letter of Appointment as an Associate Trainee subject to you meeting the 
eligibility criteria as mentioned in Annexure-1.

4. Documents - Your offer is subject to you submitting all the mandatory documents at the time of  joining. 
(Refer Annexure-2)

5. Background Verification - As a part of background verification, we need your acknowledgement and 
authorization to undertake necessary background verification through internal or external  agencies. These 
are including but not limited to your educational / professional credentials and  other background checks. If 
any discrepancy is discovered after you have joined the Company or  during background verification, this 
offer shall stand withdrawn, apart from other legal action being initiated against you.

6. If the above stated terms and conditions are acceptable to you, kindly upload an acknowledged  scanned 
soft copy of this Associate Trainee Offer Letter on the CampBuzz Portal   (https://campbuzz.ltimindtree.com) 
and register your credentials therein within seven (7) days from the date of this   letter.

If you do not register your credentials within the above period on the Company portal and accept the offer 
on the portal within (7) days, the aforesaid offer automatically stands cancelled. 
Post registration on the above portal, if you do not join on the date intimated to you, this offer  will be 
cancelled at the discretion of the Company.
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7. You may be confirmed in 3 months from the effective start date of your employment with the Company. 
During this period, a prior notice of 7 days shall be applicable, in case of voluntary resignation by the 
employee. Your employment with LTIMindtree will be terminated without any notice or compensation in 
lieu of notice in the below circumstances, which you agree are reasonable and acceptable:

Failing to meet the qualification criteria during the Training Program assessments
Unauthorized absence during the Training Program
Integrity and other disciplinary expectations

8. All Annexures appended herewith shall form an integral part of this letter.

9. Your engagement with the Company will be governed by the rules, regulations and policies of  the Company 
in effect.

10. The terms and conditions mentioned above are subject to change at any time at sole discretion of the 
Company and as per business demands without prior notice.

11. According to the standard practice of our Company, you will treat the above terms of this letter as strictly 
confidential.

12. Post successful completion of 3 months and subject to joining the Company, your annual CTC including all 
benefits will be as per the details mentioned in 'Annexure-3'.

13. As a part of your transition from campus to corporate world, you may be engaged in various learning and 
development programs prior to your joining the Company. You are therefore requested to complete the 
Company training which will be communicated to you separately. Company has made significant 
investments into these learning and development programs for your professional development and 
therefore would urge you to actively participate in the trainings and complete them with at least the 
minimum score required. The evaluations of your performance in these trainings are critical and the 
outcomes would have a direct impact on your onboarding.

We welcome you to the LTIMindtree family and look forward to a long and fruitful association with you.

Yours faithfully,

For LTIMindtree Ltd.

________________________

Thiagu Dharmalingam
Senior Manager -Talent Acquisition

I have read the letter and accept the same.
___________________
Signature and Date
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                                          ANNEXURE-1

  Eligibility Criteria for Arts & Science Hiring Batch (CIS) 

Qualification B.Sc / BCS & BCA (Full-Time)

Branches Computer Science, Information Technology, Information Science, Maths,
Physics, Chemistry, Statistics, Electronics & Computer Application

Academic Gap No academic gap allowed during the course duration.
(SSC/HSC/Diploma/UG/PG)

Course must complete in 3 years

SSC, Diploma, HSC/ Graduation
Percentage/CGPA

Consistent academic records of 50% or Equivalent CGPA in 10th, 12th,Diploma (as                  
     applicable) & UG (aggregate of all  semesters & subjects)

Appropriate CGPA to percentage conversion to be considered as per the respective                
     university norms.

SSC/Diploma/HSC should have cleared in FIRST ATTEMPT. The scores of the                              
    Main/improvement exam will be considered as final.

For candidates who have pursued both HSC and Diploma, marks scored in the Diploma          
    course will be considered.

Initial results (% scores) declared would be considered for students awaiting re-evaluation    
    results.

Candidates to have all prior education/graduation certificates

At the time of joining all recruits should have 50% aggregate in the current pursuing degree 
   (All subjects taken into consideration)

Backlogs/Arrears/ ATKT (Allowed 
To Keep Term) In UG/PG 
Graduation

No active backlogs allowed at the time of recruitment & joining.

Year of Passing 2024 Pass Outs

Nationality Indian Citizens

Pre-Employment Verification Not convicted for any criminal offence
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Self-Declaration: 

  1. I hereby declare that I meet ALL the eligibility criteria as mentioned above.

  2. I am aware that I will be subjected to disciplinary actions as per the company norms if any of the information given at the      
       time of selection process is found to be false/ misrepresentation of the information.

  3. I confirm that I have not appeared for any LTIMindtree interview process anywhere in the past 6 months. (If  found so,           
        LTIMindtree may take immediate  action and cancel the candidature at any stage)

       I agree as a future IT professional, it is essential for me to be flexible to learn various emerging technologies & domains, 
work in different time schedule/hours based on business needs, open to be deployed in work locations across LTIMindtree 
facilities throughout my employment with LTIMindtree.

  Name: ______________________________

  Signature: ______________________________

  Mobile No: ______________________________

 College Name: ______________________________

  Date: ______________________________(DD/MM/YYYY)
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ANNEXURE-2

Please bring along with you the following documents in original and one copy of the same.

A. Duly acknowledged copy of the Associate Trainee Offer Letter.

B. Non-Disclosure Agreement.

C. Two copies of your recent passport size photograph with white background.

Attested copies of the following are required:

1. Proof of age.

2. SSC/HSC or equivalent examination mark sheets.

3. Diploma / Degree mark sheets for all the Semesters/Years.

4. Passport first & last page.

5. Four wheeler Driving License.

6. Pan card.

7. Aadhar card.

You are requested to note that our offer is subject to submitting the above documents.
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ANNEXURE-3

Name                  :  Parth Asarkar       Date         :  July 7, 2024

Salary Grade      :  P1

Components INR. (p.a.) INR. (p.m.)

Basic 15,000

Bouquet of Benefits 3,803

Bonus 4,200

 Base Salary (p.a.) 276,036 23,003

Annual Incentive 0

Total Variable (p.a.) 0

TTC(p.a.) 276,036

PF 21,600 1,800

Gratuity 8,664 722

Mediclaim Premium(p.a) 12,929

Retirals & Other Benefits(p.a) 43,193

Cost to Company (CTC) 319,229

Medical Insurance Premium:
The Group Mediclaim Policy of Company covers Employee, Spouse & up-to 3 dependent children (below 25 yrs of 
age). Coverage limits are as per company policy.

You would also be eligible to be covered under the Voluntary Group Term Life and Group Accident Insurance policy 
as per the company policy.

Notes:
1)Basic will be reckoned for PF, Gratuity (If applicable) and Leave Encashment as per rules.
2)Bouquet of Benefits* /Flexi Pay consists of Flexi-components which may include 
    HRA,Conveyance,LTA,MealAllowance and Adhoc allowance.
3) H.R.A. will be deducted for accommodation (if any) provided by the Company.
4)The PF amount shown is the Employer's contribution. An equal amount will be deducted as Employee's 

contribution.
5) Gratuity payment shall be as per Payment of Gratuity Act, 1972".
6)Any or all of the above allowances may be altered / withdrawn at the sole discretion of the management
    and the payment of allowances will be governed by the rules and regulations of the Company as may be 
    applicable from time to time.

- Income Tax will be deducted at source wherever applicable as per Income Tax Rules.

- Any or all the above allowances may be altered / withdrawn at the sole discretion of the management and the 
payment of allowances will be governed by the rules and regulations of the Company as may be applicable from 
time to time.
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Date: July 7, 2024

Ref: LTIMindtree/HR/NE6/Campus/2024

Name: Pratik Dahake

College: Vidya Bharti Amravati

LETTER OF OFFER FOR ASSOCIATE TRAINEE

Dear Pratik Dahake,

Welcome to LTIMindtree(hereinafter referred as the "Company"). Congratulations on being selected as an 
Associate Trainee. This offer is on the following terms and conditions, subject to fulfilling the eligibility 
criteria (Refer Annexure 1) and a successful background check.

1. During the training period (includes classroom and on the job training) of 3 months, your Stipend including 
all benefits will be Rs. 20,000 pm.

2. All payments made to you would be subject to deduction of applicable taxes at source (TDS).Your 
remuneration is strictly confidential between you and the Company and should not be discussed   with 
anyone nor divulged to anyone in any manner whatsoever, except with the prior  consent of the Company.

3. You will also be issued a detailed Letter of Appointment as an Associate Trainee subject to you meeting the 
eligibility criteria as mentioned in Annexure-1.

4. Documents - Your offer is subject to you submitting all the mandatory documents at the time of  joining. 
(Refer Annexure-2)

5. Background Verification - As a part of background verification, we need your acknowledgement and 
authorization to undertake necessary background verification through internal or external  agencies. These 
are including but not limited to your educational / professional credentials and  other background checks. If 
any discrepancy is discovered after you have joined the Company or  during background verification, this 
offer shall stand withdrawn, apart from other legal action being initiated against you.

6. If the above stated terms and conditions are acceptable to you, kindly upload an acknowledged  scanned 
soft copy of this Associate Trainee Offer Letter on the CampBuzz Portal   (https://campbuzz.ltimindtree.com) 
and register your credentials therein within seven (7) days from the date of this   letter.

If you do not register your credentials within the above period on the Company portal and accept the offer 
on the portal within (7) days, the aforesaid offer automatically stands cancelled. 
Post registration on the above portal, if you do not join on the date intimated to you, this offer  will be 
cancelled at the discretion of the Company.
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7. You may be confirmed in 3 months from the effective start date of your employment with the Company. 
During this period, a prior notice of 7 days shall be applicable, in case of voluntary resignation by the 
employee. Your employment with LTIMindtree will be terminated without any notice or compensation in 
lieu of notice in the below circumstances, which you agree are reasonable and acceptable:

Failing to meet the qualification criteria during the Training Program assessments
Unauthorized absence during the Training Program
Integrity and other disciplinary expectations

8. All Annexures appended herewith shall form an integral part of this letter.

9. Your engagement with the Company will be governed by the rules, regulations and policies of  the Company 
in effect.

10. The terms and conditions mentioned above are subject to change at any time at sole discretion of the 
Company and as per business demands without prior notice.

11. According to the standard practice of our Company, you will treat the above terms of this letter as strictly 
confidential.

12. Post successful completion of 3 months and subject to joining the Company, your annual CTC including all 
benefits will be as per the details mentioned in 'Annexure-3'.

13. As a part of your transition from campus to corporate world, you may be engaged in various learning and 
development programs prior to your joining the Company. You are therefore requested to complete the 
Company training which will be communicated to you separately. Company has made significant 
investments into these learning and development programs for your professional development and 
therefore would urge you to actively participate in the trainings and complete them with at least the 
minimum score required. The evaluations of your performance in these trainings are critical and the 
outcomes would have a direct impact on your onboarding.

We welcome you to the LTIMindtree family and look forward to a long and fruitful association with you.

Yours faithfully,

For LTIMindtree Ltd.

________________________

Thiagu Dharmalingam
Senior Manager -Talent Acquisition

I have read the letter and accept the same.
___________________
Signature and Date
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                                          ANNEXURE-1

  Eligibility Criteria for Arts & Science Hiring Batch (CIS) 

Qualification B.Sc / BCS & BCA (Full-Time)

Branches Computer Science, Information Technology, Information Science, Maths,
Physics, Chemistry, Statistics, Electronics & Computer Application

Academic Gap No academic gap allowed during the course duration.
(SSC/HSC/Diploma/UG/PG)

Course must complete in 3 years

SSC, Diploma, HSC/ Graduation
Percentage/CGPA

Consistent academic records of 50% or Equivalent CGPA in 10th, 12th,Diploma (as                  
     applicable) & UG (aggregate of all  semesters & subjects)

Appropriate CGPA to percentage conversion to be considered as per the respective                
     university norms.

SSC/Diploma/HSC should have cleared in FIRST ATTEMPT. The scores of the                              
    Main/improvement exam will be considered as final.

For candidates who have pursued both HSC and Diploma, marks scored in the Diploma          
    course will be considered.

Initial results (% scores) declared would be considered for students awaiting re-evaluation    
    results.

Candidates to have all prior education/graduation certificates

At the time of joining all recruits should have 50% aggregate in the current pursuing degree 
   (All subjects taken into consideration)

Backlogs/Arrears/ ATKT (Allowed 
To Keep Term) In UG/PG 
Graduation

No active backlogs allowed at the time of recruitment & joining.

Year of Passing 2024 Pass Outs

Nationality Indian Citizens

Pre-Employment Verification Not convicted for any criminal offence
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Self-Declaration: 

  1. I hereby declare that I meet ALL the eligibility criteria as mentioned above.

  2. I am aware that I will be subjected to disciplinary actions as per the company norms if any of the information given at the      
       time of selection process is found to be false/ misrepresentation of the information.

  3. I confirm that I have not appeared for any LTIMindtree interview process anywhere in the past 6 months. (If  found so,           
        LTIMindtree may take immediate  action and cancel the candidature at any stage)

       I agree as a future IT professional, it is essential for me to be flexible to learn various emerging technologies & domains, 
work in different time schedule/hours based on business needs, open to be deployed in work locations across LTIMindtree 
facilities throughout my employment with LTIMindtree.

  Name: ______________________________

  Signature: ______________________________

  Mobile No: ______________________________

 College Name: ______________________________

  Date: ______________________________(DD/MM/YYYY)
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ANNEXURE-2

Please bring along with you the following documents in original and one copy of the same.

A. Duly acknowledged copy of the Associate Trainee Offer Letter.

B. Non-Disclosure Agreement.

C. Two copies of your recent passport size photograph with white background.

Attested copies of the following are required:

1. Proof of age.

2. SSC/HSC or equivalent examination mark sheets.

3. Diploma / Degree mark sheets for all the Semesters/Years.

4. Passport first & last page.

5. Four wheeler Driving License.

6. Pan card.

7. Aadhar card.

You are requested to note that our offer is subject to submitting the above documents.
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ANNEXURE-3

Name                  :  Pratik Dahake       Date         :  July 7, 2024

Salary Grade      :  P1

Components INR. (p.a.) INR. (p.m.)

Basic 15,000

Bouquet of Benefits 3,803

Bonus 4,200

 Base Salary (p.a.) 276,036 23,003

Annual Incentive 0

Total Variable (p.a.) 0

TTC(p.a.) 276,036

PF 21,600 1,800

Gratuity 8,664 722

Mediclaim Premium(p.a) 12,929

Retirals & Other Benefits(p.a) 43,193

Cost to Company (CTC) 319,229

Medical Insurance Premium:
The Group Mediclaim Policy of Company covers Employee, Spouse & up-to 3 dependent children (below 25 yrs of 
age). Coverage limits are as per company policy.

You would also be eligible to be covered under the Voluntary Group Term Life and Group Accident Insurance policy 
as per the company policy.

Notes:
1)Basic will be reckoned for PF, Gratuity (If applicable) and Leave Encashment as per rules.
2)Bouquet of Benefits* /Flexi Pay consists of Flexi-components which may include 
    HRA,Conveyance,LTA,MealAllowance and Adhoc allowance.
3) H.R.A. will be deducted for accommodation (if any) provided by the Company.
4)The PF amount shown is the Employer's contribution. An equal amount will be deducted as Employee's 

contribution.
5) Gratuity payment shall be as per Payment of Gratuity Act, 1972".
6)Any or all of the above allowances may be altered / withdrawn at the sole discretion of the management
    and the payment of allowances will be governed by the rules and regulations of the Company as may be 
    applicable from time to time.

- Income Tax will be deducted at source wherever applicable as per Income Tax Rules.

- Any or all the above allowances may be altered / withdrawn at the sole discretion of the management and the 
payment of allowances will be governed by the rules and regulations of the Company as may be applicable from 
time to time.
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  July 27, 2023 

एचआरडी सं. 1715/ रेक.एक्जीकू्यटिव 2023-24/NAGR850 

HRD No. 1715 /Rec.Executive 2023-24/NAGR850 

 

Shri Abhay Balwantsing Mahale 

Anant Vihar Colony, Shegaon Rahatgaon Road 

 , Amravati 

Maharashtra, PIN- 444604 

Registration No- NAGR850 

Applicant ID- 331547 

  

महोदया/टिय महोदय 

Madam/Dear Sir, 

 

एक्जीकू्यटिव की भर्ती  

Recruitment of Executive (On Contract) - 2023-24 

 

With reference to the Online Test held for the captioned post, the Bank is pleased 
to offer you the post of Executive, on purely contractual basis, for an initial period of one 
year from the date of joining in the Bank. Detailed terms and conditions governing your 
appointment are given in Annexure-I, which forms an integral part of this letter.   

This offer is subject to the following Terms and Conditions and you meeting the 
eligibility criteria as stipulated in the detailed advertisement no.03 /2023-24 hosted on the 
Bank’s website. 
 

2. कृपया आप “एक्जीकू्यटिव की भर्ती – 2023-24 आवेदक सं. (331547) टवषय टिखकर 

rec.executive@idbi.co.in पत्र के सभी शर्तों एवं टिबंधिो ंके बारे में अपिी पूर्ण और टबिा शर्तण स्वीकृटर्त 

सूटचर्त करें. कृपया िोि करें  टक उपययणक्त िस्ताव पत्र की स्वीकृटर्त की सूचिा यथासंभव शीघ्र, टकंर्तय टकसी भी स्थथटर्त 

में टदिांक July 30, 2023 को 18.00 बजे र्तक भेजी जाए. ऐसा ि होिे पर उपययणक्त िस्ताव स्वर्त: ही 

समाप्त हो जाएगा. यह स्पष्ट टकया जार्ता है टक स्वीकृटर्त की जािकारी देिे / सूटचर्त करिे के टिए और अटधक समय 

िदाि करिे के टकसी अियरोध को बैंक द्वारा स्वीकार िही ंटकया जाएगा और बैंक आपके साथ टकसी भी िकार का 

कोई पत्राचार िही ंकरेगा. 

Please convey your absolute and unconditional acceptance of all the terms and 
conditions of this offer letter through e-mail to rec.executive@idbi.co.in, mentioning 
subject as “Recruitment of Executive 2023-24 Applicant No. (331547). Please note that 
the communication of the acceptance of the offer letter must be sent on or before July 30, 
2023 latest by 18:00 hours, failing which, the aforesaid offer shall lapse automatically. It 
is clarified that, no request for grant of further time for conveying/communicating the 
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acceptance to the Bank shall be considered and the Bank shall not enter into any 
correspondence whatsoever with you. 

3.  कार्यग्रहण और कार्यग्रहण औपचाररकर्ताओ ंआटि के टिए ररपोिय करना  
 आपको August 02, 2023 को अपिे कायणग्रहर् औपचाररकर्ताओ ंऔर दस्तावेजो ंके सत्यापि को 

पूरा करिे के टिए हमारे IDBI Bank Ltd – Zonal Office, Address- IDBI Bank Ltd. 
Zonal Office,,IDBI House, Dynaneshwar Paduka Chowk,Fergusson College 

Road,Pune,Maharashtra-411004  में ररपोिण करिा होगा. र्तत्पश्चार्त आपको 3 टदि की इंडक्शि िर ेटिंग 

(अगस्त 03 से  अगस्त 05) दी जाएगी|  इंडक्शििर े टिंग वेिय का पर्ता Zonal Office के अटधकारी देंगे | र्तत्पश्चार्त 

¡ðÑð¨îð÷ òÐðÙÐðòâðò®ðÃð ×ðøÈ¨î ¨÷î ÑßÏððÐð ¨îðÚððáâðÚð / äðð®ðð ¨îðÚððáâðÚð – IDBI Bank Ltd, Mhaswad,Satara, 

Address- Main Road,, Mhaswad, Tal Man, Satara, Maharashtra, 415509 (Org- 

RB Branch Banking , Vertical-Retail Banking, SOL ID- 484 ,  Position- Teller Service 

Executive.RBG.). Ùð÷ü  ÃðøÐððÃð ò¨îÚðð ¸ðð¦±ðð. इंडक्शि िर ेटिंग पूरी होिे के बाद आपको रै्तिार्ती वािी जगह पर अटविंब 

ररपोिण करिा हैं। ¨öîÑðÚðð Ððð÷¾ ¨îÜ÷ü ò¨î ¡ðÑð¨îð÷ ×ðøü̈ î ÷̈î òÐðÂðáÚð ¨÷î ¡ÐðôçððÜ ýçð ÷̈î ò¨îçðó Øðó ¨îðÚððáâðÚð Ùð÷ü ÑðÇðòÑðÃð ò¨îÚðð 

¸ðð çð¨îÃðð èø ¡ðøÜ ýçð¨÷î ò¨îçðó Øðó òãðØðð±ð/ ãðò¾á¨îâð Ùð÷ü Úðð ýçð¨îó ò¨îçðó çðèðÚð¨î /çðèÚðð÷±ðó çðüçÆðð¡ð÷ü ¨îó ¨îðÜð÷× ððÜó 

ý¨îðýÚðð÷ü Ùð÷ü ¨îðÚðá ¨îðÙð ¨îÜÐðð èð÷±ðð. çððÆð èó ¡ðÑð¨îð÷ çðÙðÚð-çðÙðÚð ÑðÜ ×ðøÈ̈ î ÷̈î âðð±ðõ òÐðÚðÙðð÷ü ÷̈î ¡ÐðôçððÜ ØððÜÃð/ òãðÇ÷äð 

Ùð÷ü ò¨îçðó Øðó çÆððÐð ÑðÜ çÆððÐððüÃðòÜÃð ò¨îÚðð ¸ðð çð¨îÃðð èø.  

 

 Reporting for Joining and completion of joining formalities, etc. 
You have to report on August 02, 2023 at IDBI Bank Ltd, Zonal Office, Address – 

IDBI Bank Ltd. Zonal Office,,IDBI House, Dynaneshwar Paduka Chowk,Fergusson 
College Road,Pune,Maharashtra-411004 for completion of your joining formalities and 
verification of documents. You shall undergo an Induction Training program for 3 days 
(From August 03 to August 05). The address of the Training center would be shared by the 
Bank official present at the Zonal Office. On completion of the Induction training, you will 
be posted at IDBI Bank Ltd, Mhaswad,Satara, Address - Main Road,, Mhaswad, Tal 
Man, Satara, Maharashtra, 415509 (Org- RB Branch Banking , Vertical-Retail 
Banking, SOL ID-484, Proposed Position -Teller Service Executive.RBG.). On 
completion of the training, you shall report to the posting location immediately without any 
gap. Please note that the Bank reserves the right to post you in any of the offices of the Bank 
and to work in any of its departments/verticals or offices/business units of its 
subsidiaries/associate institutions, as the Bank may decide. You will also be liable for 
transfer to any place in India/abroad, as the Bank may decide, in terms of the applicable rules 
of the Bank, prevailing from time to time.   

 
 

4. आपको अनुबंध- III में टकए गए उले्लख के अियसार सभी दस्तावेज़ (मूि र्तथा अियिमाटर्र्त टज़रॉक्स 

िटर्तयााँ) अपिे साथ िािे होगें. कृपया िोि करें  टक पैि काडण, पासपोिण, मर्तदार्ता पहचाि पत्र, डर ाइटवंग िाइसेन्स, 

आधार काडण आटद के रूप में एक फोिो पहचाि पत्र अपिे साथ िािा है. 
  

You have to carry all the documents (Original as well as attested Xerox copies) as 
mentioned at Annexure - III. Please note you have to carry a photo identity such as PAN 
Card, Passport, Voters ID Card, Driving License, Aadhaar card, etc.  

 
 

आपको टकसी ऐसे दूसरे संगठि में सेवा के टिए ऐसी अवटध और टिबंधिो ंएवं शर्तों पर िटर्तटिययक्त 

टकया जा सकर्ता है जो बैंक द्वारा समय-समय पर टिधाणररर्त की जाएं.   



ADP Private Limited
ADP Boulevard, Survey NO. 88/AA and 88/E, Nanakramguda Village,
Serilingampally Mandal, Ranga Reddy District, Hyderabad, Telangana - 500008
Ph: +91 40 6757 0000
adp.com

04 August, 2023
 
Mr. Rushikesh Panchgam
#7,
Laxminarayan, Near Sagar Medical,
Amravati 444606.
 
Dear Rushikesh,
 
Congratulations! Subsequent to the discussions we had with you, we are pleased to extend an offer for you to be a part
of ADP. Please find the offer details below:
 
Position: Process Associate
 
Grade: G1 L1
 
Start date: On or Before 07 August, 2023
 
Compensation: Gross Compensation of INR 300,008 (Rupees Three Lakhs and Eight Only) per year

including variable performance incentive linked to your performance, performance of your
business unit and ADP.

 
Probation & 
Notice Period:

You will be on probation for a period of six months from the date of your joining. During
this period, you will be entitled to all benefits as per ADP's policy & your employment with
the Company is terminable by serving a notice of sixty days on either side. On successful
completion of probation period, the notice period would be ninety days on either side.
ADP reserves the right to terminate your employment on the basis of, but not limited to,
non-adherence to ADP's Code of Conduct & Ethics and other related policies, non-
performance and elimination of the position per ADP's business needs.

 
Place of work: Your initial place of work will be Pune. However, your services are transferable and you

may be assigned, to any location in India or abroad where the Company or any one of its
associates or customers, conducts business.

 
Note: Please find the details of the terms and conditions of this offer attached. The details of which are strictly
confidential and should not be shared with anyone.

We wish you a long and successful career with ADP.

Sincerely,

_______________________________

Satyanarayana Vinjamoori
(Vice President - HR)

The Square, Survey No. 35, Hissa No.9+10+11+12, Nagar Road, Wadgaonsheri, Pune-411014, Ph: +91 20 6757 5444
CIN: U72200TG2015PTC101168 Page 1 of 5

Associate Signature: ________________________________



 

ADP Private Limited
ADP Boulevard, Survey NO. 88/AA and 88/E, Nanakramguda Village,
Serilingampally Mandal, Ranga Reddy District, Hyderabad, Telangana - 500008
Ph: +91 40 6757 0000
adp.com

Details of Compensation

Name : Rushikesh Panchgam

Position : Process Associate

Grade : G1 L1

A. Base Salary Monthly (INR)* Annual (INR)*

Basic Salary● 11,160     133,920    

House Rent Allowance● 4,554     54,648    

Flexible Benefits**● 2,232     26,784    

B. Bonus (20% of Basic Salary Paid Monthly) 2,232     26,784    

C. Standard Benefits

Provident Fund***● 1,607     19,284    

Gratuity● 537     6,444    

Gross Compensation (A+B+C) 22,322     267,864    

 

Variable Performance Incentive (VPI)# (will range
from 0% to 175% based on performance)

0% 100% 175%

0 32,144 56,251

Total CTC
(Gross + VPI)## 300,008    

 
 
* Indian Rupees
** Flexible Benefits include Leave Travel Allowance and Children Education Allowance
*** PF will be deducted as per the statutory norms
# These are indicative payouts at your grade and will vary based on your performance, performance of your business
unit & ADP
## Total CTC is computed at 100% VPI payout
Tax will be applicable as per Tax Slab & Tax Regulations

The Square, Survey No. 35, Hissa No.9+10+11+12, Nagar Road, Wadgaonsheri, Pune-411014, Ph: +91 20 6757 5444
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Associate Signature: ________________________________



ADP Private Limited
ADP Boulevard, Survey NO. 88/AA and 88/E, Nanakramguda Village,
Serilingampally Mandal, Ranga Reddy District, Hyderabad, Telangana - 500008
Ph: +91 40 6757 0000
adp.com

Terms and Conditions
 
1. Working Hours

The organization works 7 days a week, twenty-four hours a day. You will be expected to attend office and work during
the hours assigned to you by your leaders which may include night shifts. You will be required to work 5 days a week
and your weekly off may not necessarily be on Saturday and Sunday.
 
2. Confidentiality

You will be required to execute a confidentiality agreement at the time of joining, regarding your employment and the
business matters of the organization.
 
3. Authenticity

Please note that this offer is subject to the authenticity of the information and documentation provided by you. In the
event the information provided is proved to be false / untrue, the organization reserves the right to immediately
terminate your services.
 
4. Documents

This Offer would stand cancelled if you fail to successfully complete your educational degree and do not meet the
percentage criterion as specified during interviews
 
5. Permanent Account Number (PAN)

Permanent Account Number (PAN) is mandatory under Income Tax Act for processing salaries. In the absence of
PAN, TDS would be deducted as per the applicable slab rate of Income Tax.
 
6. Statutory Benefits

Provident Fund: Provident Fund will be deducted from your salary as per EPF Act. The organization will also
contribute a matching amount towards your Provident Fund. The PF related components of the compensation would be
governed by the relevant statutory laws as may be applicable from time to time.

Gratuity: The Gratuity is paid to the associates as per the Gratuity Act, 1972 and would be governed by the relevant
statutory laws as may be applicable from time to time.
 
7. Statutory Compliance

Income Tax and Profession Tax or any other payments will be deducted from your salary, as applicable as per
statutory laws.
 
8. Flexible Benefits

The Flexible Benefit is a key component in your Gross Yearly Compensation. It allows you the flexibility to claim tax
exemption benefit, as per Income Tax norms / rules in practice for the given financial year.

The Square, Survey No. 35, Hissa No.9+10+11+12, Nagar Road, Wadgaonsheri, Pune-411014, Ph: +91 20 6757 5444
CIN: U72200TG2015PTC101168 Page 3 of 5

Associate Signature: ________________________________



ADP Private Limited
ADP Boulevard, Survey NO. 88/AA and 88/E, Nanakramguda Village,
Serilingampally Mandal, Ranga Reddy District, Hyderabad, Telangana - 500008
Ph: +91 40 6757 0000
adp.com

9. Health Insurance

You and your dependents will be covered as per the existing Mediclaim Insurance Policy provided by the organization.
 
10. Personal Accident Insurance

You will be covered as per the existing Group Personal Accident Insurance Plan provided by the organization.
 
11. Leave

You are eligible for Privilege Leaves and Casual Leaves as per the organization policy. You are also entitled to avail
the Public Holidays as per the organization policy. Leave should be taken, as mutually agreed between you and the
Reporting Manager.

For those members who joined the organization after January 1st, Leave entitlement for the period between your Start
date and 31st of December will be allocated on a pro rata basis.
 
12. Variable Performance Incentive

You will be eligible for variable performance incentive based on your performance, performance of your business unit
& ADP. This incentive will be paid as a one-time amount every year as per the organization's variable performance
incentive payment cycle. In case the period of employment is less than one year at the time of bonus cycle, the amount
will be computed on a pro-rata basis.
 
13. Maternity Benefit

Women associates would be eligible to avail maternity related benefits per prevailing statute and relevant
organizational guidelines applicable from time to time.
 
14. Drug Test

You will be required to undergo a drug test with the organization on the day of induction. If tested positive for any of the
banned & illegal drugs as per the organization policy, it would result in action leading up to termination.
 
15. Background Checks

In accordance with our policy, this offer is conditioned upon your successful completion of a background check.
Because this is a conditional offer of employment, you should not give notice to your present employer, sell real estate,
or incur any other expense associated with acceptance of employment until you receive confirmation that you have
successfully satisfied the preconditions of employment. This process is generally completed within 3 weeks, however
the process may take longer. Background checks may include, without limitation, criminal screening, educational and
employment verification, and reference checks. This offer is subject to the authenticity of any information and
documentation in connection with background screening provided by you or otherwise obtained by ADP before, during
or after the offer is communicated to you. In the event any information provided by you or otherwise obtained by ADP
for background screening is proven to be false, misleading, or otherwise unsatisfactory to ADP in its sole discretion,
ADP reserves the right to immediately rescind this offer and/or terminate your employment, if applicable, at any time.
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ADP Private Limited
ADP Boulevard, Survey NO. 88/AA and 88/E, Nanakramguda Village,
Serilingampally Mandal, Ranga Reddy District, Hyderabad, Telangana - 500008
Ph: +91 40 6757 0000
adp.com

16. Relocation Assistance

If you are joining from outside Pune, you may avail the organization-paid accommodation for two weeks. To avail the
facility, you need to send an e-mail to adp_india_accommodation@ADP.com, confirming your requirement for such
accommodation at least 15 days prior to the Start date.

You are eligible for relocation assistance towards travel, expenses towards movement of goods and household articles
(including insurance), brokerage, per diem and miscellaneous expenses subject to a maximum amount up to INR
20,000 if you are relocating with your family (dependent parents/in-laws, spouse &kids). If you are relocating without
your family, you can claim up to INR 10,000. The claims are subject to submission of original bills (wherever
applicable).

In case you leave the organization, for any reason, within one year, you will be required to refund the relocation amount
to the organization.
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Turnaround Global Services LLP  

           LLP Identification No: AAV-7431 
 

Offer Letter 

Dear Komal Bobade, 

 
Further to our discussion, we are pleased to offer you the position of Data Analyst at Turnaround Global Services LLP. 
on the following terms & Conditions: 
     

a) You will be required to sign a ‘Contract of Employment’ with various Terms and Conditions of your 
employment with the company and other related agreements, prior to joining the Company.  
 

b) Compensation: You will be paid a salary of Rs _283200__________/-per annum. (Amount in Words      
_Two lakhs eighty- three thousands and two hundred rupees only) Salary is computed on a Cost to 
Company basis. Refer to Appendix I for a detailed Salary Break up. 

 
c) You will be eligible for the benefits of leave, provident fund, etc., as per the rules of the Company. 

 
This Offer is valid until __22nd July 2024_______________ or for a period extended solely at the discretion of the 
Management, which would be communicated to you in writing through e-mail to your personal e-mail.  
     
Joining Date: __22nd July 2024_____________ 
     
Shift Timing:  __07:45 PM to 05:15 AM_____ 
 
Reporting Location:  Office No. 204, 2nd Floor, Pride Icon Building, Kharadi -411014_ 
 
Reporting Manager: _Arshad Mulani__________ 
 
Reporting Time: ___06:30 PM________________ 
 

 
If you do not join the Company within the dates specified above, then the offer shall stand cancelled.    

 
 
 
 
 
 
 
 
 
 
 
     
 

 

 

    
 Office 3 Pentagon Tower 1, Slip Rd to        

Tower-3/4, Magarpatta, Hadapsar,  
Pune, India 411028 

                       +91-8956992509 
hr@turnaroundin.com                                           

                              www.turnaroundin.com 

mailto:hr@turnaroundin.com
http://www.turnaroundin.com/


 
Turnaround Global Services LLP  

           LLP Identification No: AAV-7431 
 

 
LIST OF DOCUMENTS TO BE SUBMITTED AT THE TIME OF JOINING: 
 
On the date of joining, it is mandatory for you to submit photocopies of the following documents.  
Please bring the original testimonials for verification purposes.    

Mandatory Documents 

1. Copy of bank account statement  
2. Copy of Aadhar card  
3. Copy of Pan Card  
4. Cancelled cheque or copy of bank passbook    
5. Passport Size Photo 

 
Immediate Previous Employer: 
 

1. Offer and Appointment Letters   
2. Experience Certificate.  
3. Bank Statements reflecting Salary / Form 16’s 
4. Salary Slips 
5. Relieving and Experience Letter (Recent Employer) 
 

Previous company  
 

1. Relieving letters from all previous employment firm.   
 
Educational Certificates     
 

1. Photocopy of Highest Qualification degree /Diploma.   
 
Photo Id (Any one) 
 

1. Photocopy of Aadhar card/Voter ID 
 
Address Proof (Any One) 
 

1. Photocopy of passport / Driving License / Telephone/Electricity/ Mobile Bill      
 
The certificates and the documents produced by you will be subject to verifications and in case of any discrepancies 
found during the scrutiny of the documents, the offer extended by the Company shall stand automatically 
withdrawn.    
 
 
 
 
 
 
 
 
 
 
 



 
Turnaround Global Services LLP  

           LLP Identification No: AAV-7431 
 

SHIFT TIMINGS: 
 
Shifts are bound to change, based on the business requirements, please find the below-mentioned shift timings for 
your reference. 
 

Sr. No. Shift Name Time in Time Out 

1 Morning Shift 1 6:30 AM 4:00 PM 

2 Morning shift 2 8:00 AM 5:30 PM 

3 Morning shift 3 9:00 AM 6:30 PM 

4 Afternoon Shift 3 12:00 PM 9:30 PM 

5 Night Shift 1 7:45 PM 5:15 AM 

6 Night Shift 2 8:45 PM 6:15 AM 

7 Night Shift 3 6:30 PM 4:00 AM 

8 Night Shift 4 8:00 PM 5:30 AM 

9 Night Shift 7 7:00 PM 4:30 AM 

10 Night Shift 8 8:30 PM 6:00 AM 

 
Note:    
1. Personal Mobile Phones and Smart Watches are not allowed inside the office operations floor. 
2. You will have to arrange your own transportation to and from office.  
3. Shift timings will change based on the daylight-saving system. 
4. Should be flexible to work in any Turnaround office facility. 
5. Should be flexible to work on any of the above-mentioned shift timings based on the 

business needs. 
 

INITIAL TEST and PROBATION & TERMS:    
 

1. New Employees will be under ‘Initial Test’ for 15 days and Probation for 6 months, which shall 
continue unless confirmed in writing by your reporting manager.    

2. The company has the right to terminate the services of the employee during the Test and Probation period 
based upon their performance & attendance with/without any notice or reason.   

3. During Test and Probation, employees are not entitled to take any leaves except 3 emergencies leaves.  
4. 3 days or more uninformed or late-informed leaves during probation may lead to strict managerial 

actions, even termination.    
5. Any Employee who puts forth a resignation needs to serve a notice period of 2 months or a 2-month salary 

in lieu.    
6. 3 no-call no-shows would be taken as your voluntary resignation from the services.   

 
Request you to send us an email accepting the offer and date of joining.  
 
We look forward to an enduring relationship with you.    
 
 
Yours sincerely, 

 
For Turnaround Global Services LLP. 
 
 

Shalini Mhaiske 
 
Head – Human Resource Development 
* This is an electronically generated letter and no manual signatures are required. 



 
Turnaround Global Services LLP  

           LLP Identification No: AAV-7431 
 

APPENDIX I 
Compensation Structure 

NAME Komal Bobade 

DESIGNATION Data Analyst 

DATE OF JOINING 22nd July 2024  

Components INR Per month INR Per annum 

FIXED PAY (A) 

Basic Salary 
                                

10,900  
                    

130,800  

House Rent Allowance 
                                  

4,360  
                      

52,320  

Transport Reimbursement 
                                  

1,600  
                      

19,200  

Other Allowance 
                                  

4,940  
                      

59,280  

Gross Salary  
 INR                         

21,800  
 INR            

261,600  

STATUTORY BENEFITS  

Employer's Contribution to PF 
                                  

1,800  
                      

21,600  

Employer's Contribution to ESIC 
                                         

-    
                               

-    

CTC ( Cost To Company) 
 INR                         

23,600  
 INR            

283,200  

Net take home 20000 

 
 
Notes: 
Taxes are applicable and deducted as per the Indian Income Tax Act, 1961 
 
OTHER BENEFITS:    
     
Provident Fund - Effective September 1st, 2014 - The Provident Fund (PF) scheme has been amended to increase the 
threshold of the wages for being eligible for benefits under the Provident Fund scheme to INR 15,000/-. If your basic 
salary is above INR 15,000 PF contribution shall be at INR 1800 per month and if your basic salary is less than INR 
15,000/- then PF shall be at 12% of your gross salary. Employer and Employee part of the contribution forms part of 
your salary structure and is payable as per the Employees Provident Fund Act, 1952.    
 
 







Fwd: Intent to Offer - Human Resource Intern | Saniya Khan TnP

7 Dec 2023, 10:45
to me
hr@conscientioustech.in

Hello Sir,

Please find the attachment of Saniya Khan's offer letter below.

-------- Original Message --------
Subject: Intent to Offer - Human Resource Intern | Saniya Khan
Date: 2023-11-02 15:30
 From: hr@conscientioustech.in
To: saniyaskhan2001@gmail.com
Copy: poojadamani@gmail.com, Avyukt Kolte <avyukt.kolte@gmail.com>,
Nikhil Hirudkar <nikhil.hirudkar@conscientioustech.in>

Dear Saniya Khan,

  We are pleased to extend an offer of internship as a Human Resource
Intern at Conscientious Technology Private Limited. We have carefully
reviewed your qualifications and are impressed with your skills and
passion for Human Resources. We believe that you will be a valuable
addition to our team.

Position: Human Resource Intern
Duration: 6 Month
Department: CT- Talent
Supervisor: Disclosed Post Joining
Compensation: Rs. 6,000 Per Month

As a Human Resource Intern at Conscientious Technology Private Limited,
you will be responsible for hiring manpower for the company. Your
expertise in Human Resource Management will be crucial in delivering
high-quality manpower to the organisation. You will collaborate with a
talented team of developers and contribute to the success of our

mailto:hr@conscientioustech.in
mailto:saniyaskhan2001@gmail.com
mailto:poojadamani@gmail.com
mailto:avyukt.kolte@gmail.com
mailto:nikhil.hirudkar@conscientioustech.in
mailto:nikhil.hirudkar@conscientioustech.in


projects by applying your problem-solving skills and attention to
detail.

In addition to your skills, we value collaboration, creativity, and a
commitment to continuous learning. We foster a supportive work
environment where you will have the opportunity to grow both personally
and professionally. We believe in recognizing and rewarding outstanding
performance, and we provide ongoing training and development
opportunities to help you excel in your role. Additional duties will be
given to you as per requirement.

Please note that this Intent to Offer is contingent upon the successful
completion of a background check and any other pre-employment
requirements as deemed necessary. Additionally, as an employee of
Conscientious Technology Private Limited, you will be required to adhere
to all company policies and procedures.

We are excited to welcome you to Conscientious Technology Private
Limited and look forward to working with you. Your skills and expertise
will contribute significantly to our success as we continue to deliver
exceptional software solutions to our clients.

Please accept My Congratulations on your appointment as a Human Resource
Intern at Conscientious Technology Private Limited.

Yours sincerely,

Tanisha Wankhade
Human Resource Executive
Conscientious Technology Private Limited
Amravati, Maharashtra



19th October 2023 

Bharti Keswani, 
Amravati 

Dear Bharti, 

DCB DANK 

This has reference to your application for Trainee and the subsequent discussion, 
regarding your undertaking a project in the Bank. 

Accordingly, we are pleased to offer you a project on the following terms and 
conditions: -

1. You will be required to sign a copy of this letter as an undertaking to maintain 

complete secrecy and confidentiality about any information related to the Bank 

and its customers, which you may come across during the duration of your 

project with the Bank. 

2. Please note that this project is for a duration from 20th November 2023 to 18th 

May 2024 in AIB Mortgages Department of the bank. 

3. During this period, you will be required to complete the project set out by the 

Bank with utmost integrity, honesty, devotion and diligence in all circumstances 

and at all times. 

4. You must comply not just with the letter but also with the spirit of all relevant 

legal and regulatory requirements. 

5. You shall maintain good conduct and discipline and show courtesy and attention 

to all persons in all transactions and negotiations. 

6. During this period, you shall not undertake any other project elsewhere, either 

directly or indirectly and whether with or without remuneration and must act in 

a manner in which there is no conflict of interest between the Bank and its 

Clients/Vendors. 

DCB Bank Limited 

Senapati Bapat Marg, Lower Parel, Mumbai -400013 

bbank.com 

Corporate && Registered Office: 6th Floor, Tower A,ere WBASuKaget, Amravati - 444606, Maharashtra 

Amravati Branch: 
AyuCNalagBANLRR6A99P993Aekrt4 32.6619900 5A91 226658 

Corporate & Registered Office: 6 Floor, Tower A, Peninsula Business Park, Senapatl Bapat Marg, Lower Parel, Mumbal -400013, Maharashtra 

CIN: L99999MH1995PLCO89008 Website: www.dobbank.comn 



DAIVn 

7. On completion of the stipulated duration or termination of your project, you shall surrender all the information/documents/laptops/ desktops/ telephone and/or any other valuables provided by the Bank for the purposes of this project with the Bank. 

8. This offer shall not give you any right to claim employment with the Bank or any benefits from the Bank, other than what is stipulated hereinabove. Please note that this offer is restricted to the project which you will be undertaking with the Bank and for the duration stipulated herein and shall not in any way confer upon you any rights as no employer-employee relationship shall exist between yourself and the Bank. 

9. Notwithstanding anything contained herein, your project is liable to be terminated with immediate effect at the sole discretion of the Bank even before the expiry of the stipulated period, without assigning any reason thereof. 

10. You will be paid a monthly stipend amount of Rs. 7,000/- (Seven Thousand Only). 

You are required to sign on a copy of this letter as a token of your acceptance oi the above-mentioned terms and conditions and send the same to the undersigned. 

Yours sincerely, 

DCB BA 

Pradeep Pandey 

Head Recruitment 

I agree and accept 

Bharti Keswani 

DCB Bank Limited 

Corporate & Registered Office: 6th Floor, Tower A, Peninsula Business Park, Sernapati Bapat Marg, Lower Parel, Mumbai -400013 
Amravati Branch: Av99M1995PLCO89008 Tel: +91 22 6308k jmitec89970 Website: www.dcbbank.com 

Dastur Nagar Road, Farshi Stop, Near Vidharbh Ayurvedic College Campus, Dastur Nagar, Amravati - 444606, Mahare Corporate & Reglstered Office: 6 Floor, Tower A, Peninsula Business Park, Senapati Bapat Marg, Lower Parel, Mumbai - 400013, Maharashti CIN L9ggg9MH1995PI 











CN112327468

Model Contract of Apprenticeship Training for Major/Minor* Apprentices

1. Name and Registered Address of Establishment : Teamlease Services Limited (E10192900009)

with Telephone no. & E-mail address : 6th Floor, BMTC Commercial Complex,,
BangaloreBengaluru Urban, Karnataka

: 080-68243000
: srividhya.m@teamlease.com

2. (a) Name of Apprentice (Block Letters) : NIRAJ GHANSHYAM DEOTE (A112327323)
(b) Father’s/Mother’s /Spouse’s Name : Ghanshyam

3. Address of apprentice : jagadanba Nagar Shegaon Buldhana Maharas
: htra - 444203, Buldhana
: Amravati, Maharashtra

4. Gender : Male

5. Date of Birth : 11-04-2001

6. (a) Whether belongs to SC/ST/OBC/PwD/ Minority : No
(b) Name of the Category : General

7. Educational Qualification (Highest) : Graduate - BBA

8. (a) Category of Apprenticeship : Optional
(b) Name of the trade for which Apprentice is training : Credit Processing Officerv4.0

9. Apprenticeship Training duration (Total) : 360 Days
(a) Duration of Basic Training : 4 Weeks
(b) Period of On-the-Job Training : From 07-11-2023 to 31-10-2024

10. Apprenticeship Training Location : Pune
(a) Name and address of facility where Basic Training is
to be provided : N/A

(b) Name and address of the facility where On-the-Job
Training is to be provided : Teamlease Services Limited

Pune
Pune
Maharashtra

11. (a) Date of execution of contract : 17-11-2023
(b) Age of Apprentice on the date of execution of contract : 22 years, 6 months and 29 days

12. Is the establishment opting for benefits under NAPS*? : Yes
*If yes, Annexure 2 to this contract will also be applicable.

*For DBT cases- Partial stipend support by the Government of India under NAPS will be
limited to 25% of the stipend paid, upto a maximum of Rs. 1500 per month per
apprentice during the apprenticeship training period.
For Non-DBT cases- Full stipend will be paid by the employer

13. Monthly stipend amount



Year of training Total stipend amount (in Rs.)

Break up of total stipend amount (in Rs.)

Employer’s share out of col. 2
Government of India’s share out

of col. 2(25% of stipend paid
upto a maximum of Rs. 1500 per

month per apprentice)
(a) During 1st year of training 18000 16500 1500
(b) During 2nd year of training N/A N/A 0
(c) During 3rd and 4th year of
training N/A N/A 0

The Establishment agrees and understands that the minimum monthly stipend amount is prescribed in the Rule 11(1) of Apprenticeship
Rule, 1992. The Establishment confirms that the agreed monthly stipend amount entered above must be higher than these minimum
rates.
If the minimum rates are modified through legislation (either through modification of rules, or through modification of minimum wages
payable) during the course of apprenticeship, this revised rates will apply as the minimum payable to Apprentice

14. (a) Name and Address of Guardian In case Apprentice is
under 18 years of age (Minor) : N/A

(b) Relationship with the Apprentice : N/A

15. (a) Whether Apprentice was identified through approved
Third Party Aggregator : Yes

(b) Name of TPA (if applicable) : Teamlease Skills University

16. We, the Establishment, Apprentice/Guardian solemnly declare that we have read the Apprentices Act, 1961
and the Apprenticeship Rules, 1992 as amended from time to time, regarding the contract of apprenticeship
training including obligations and terms and conditions contained in Schedule V and VI of the said rules and
will comply with the same.

17. I, the Apprentice, declare that all details shared by me, including educational qualifications and other personal
information shared, is correct and will provide original documents for verification at any time

18. We, the Establishment, have examined the Apprentice’s information, including personal details, and will seek
relevant documentation for verification as and when required.

19. In case of default by either the apprentice or the employer, we agree to compensate the other party as per the
provisions of the Apprenticeship Rules, 1992 (Main Provisions of the Rules may be seen in the Annexure 1).

20. The Establishment, Apprentice/Guardian hereby also declares to comply with the terms and conditions of
National Apprenticeship Promotion Scheme (NAPS),if applicable.

Signature of the
Employer with seal Signature of Apprentice Signature of Guardian



FOR OFFICE USE ONLY

Contract Registration No. : CN112327468
(To be given by the Office of the Apprenticeship Adviser)
(Mandatory only for Registered Trades)

Signature of Registering Authority
(Apprenticeship Advisor)

(Registration required for Designation trade only)



Annexure 1 Contract of Apprenticeship Training

Some provisions of the Apprenticeship Rules relating to the Contract of Apprenticeship Training are reproduced below for sake of
convenience.
Both the Establishment and Apprentices have read and are bound by the provisions of the directions in have read the Apprentices Act,
1961 and the Apprenticeship Rules, 1992, which will apply to this Contract of Apprencticeship

1. The stipend for a particular month shall be paid by the tenth day of the following month. No deduction shall be made from the stipend
for the period during which an apprentice remains on casual leave or medical leave. Stipend shall, however, not be paid for the period
for which an Apprentice remains on extraordinary leave.

2. Where the Contract of Apprenticeship is terminated through failure on the part of the employer in carrying out the terms and
conditions of the Contract (as notified under the Apprenticeship Rules, 1992), he shall pay to the apprentice compensation as
determined by Apprenticeship Advisor.

3. In the event of premature termination of Contract of Apprenticeship for failure on the part of apprentice to carry out the terms and
condition of the contract (as notified under the Apprenticeship Rules, 1992), the apprentice hereby guarantees to employer the
payment of such amount as determined by the Apprenticeship Adviser as and towards the cost of training.



Annexure -2 | Covenants and conditions specific to NAPs scheme

1. For availing benefit under NAPS scheme, the course under which apprenticeship training is being provided, should be NSQF aligned.

2. Assessment and Certification shall be done jointly by the establishment and SSC/ NCVT/ other bodies as notified from time to time
under NAPS guidelines.

3. The Establishment warrants and confirms that they have studied, understood and agree to comply with the guidelines that are
applicable to Establishments that are part of the NAPS scheme. These guidelines are published at
(https://www.apprenticeshipindia.gov.in) and maybe updated from time to time.



Ref: MRHFL/06/11/2023/38748/115531
Date: 06/11/2023 
Mr.  Shubham  Kher
Manik Apartment,Patvi Pura, Amravati 
India - 444601 

SUB: Offer Letter Cum Appointment Letter

Dear Shubham Kher,

We refer to your application and subsequent interviews for the CUSTOMER MANAGER - AFFORDABLE HOUSING position in our Company.   
Further to the interview, we are pleased to offer you employment as a “CUSTOMER MANAGER - AFFORDABLE HOUSING” in Grade L9-O at our AMRAVATI Office location.

The terms and conditions of employment shall be as under:

1.    Your appointment would be effective from  07/11/2023 .
2.    With effect from your date of joining, you will receive remuneration as per attached   Annexure II.
3.   You will be eligible for Gratuity, Provident Fund, Superannuation and Medical Benefits, for self and family (as applicable), as per the prevailing policies of the Company. The age of Retirement and
Superannuation will be 60 years.  
4.    With effect from the date of your employment, you are required to become a member of the Regional Provident Fund Corporation, as applicable. 
5.   Your address as given in the application form will be deemed to be correct for the purpose of sending any communication to you.  In case of any change in your address, you will inform the managementin
writing about the same within three days.  Any communication sent to your last recorded address will be deemed to have been, duly served upon you. 

6.    Transferability 

The Company may from time to time, station you on deputation, lend or transfer your services to any of its Departments, Affiliates, Subsidiaries or Associate Companies in any other location in India/abroad.
Consequent to such transfers, you will be governed by terms and conditions as applicable at the place of posting.
 

7.    Confidentiality 

So long as you are in the employment of the Company, you will, at all times, observe secrecy and confidentiality and will not divulge, disclose or make known to any unauthorised person within or outside the
Company, nor will you unauthorisedly use any knowledge or information in respect of business processes or data (including technical know-how, customer information, business plans and like matters) which
are necessarily confidential and have come to your knowledge and possession.  You will also not remove any such information in any form whatsoever from the Company premises, nor copy or transmit the
same unauthorisedly through any medium including social networking networks/ public sites, nor will you grant permission to assist, permit entry to, or in any manner co-operate with any unauthorised person
for the purposes of accessing, obtaining, copying, transmitting or removing the above. Even after the cessation of your employment with the Company, you will not use, divulge, disclose or remove in any
manner whatsoever confidential information of the type described above of which you were in possession whilst in service to the detriment of the Company.   You will also observe all the confidentiality
measures which are in existence, or which may be enforced from time to time, as well as directions as to confidentiality marked on any communication, document, computer floppy etc. You shall indemnify
and hold Company harmless and indemnified against any damage or loss caused to the Company on account of breach of confidentiality on your part. These confidentiality provisions shall survive the
separation of your employment with the Company, either by way of retirement or termination or otherwise.

 

8.    Conflict of Interest

In addition to the requirements of secrecy and confidentiality, as specified hereinabove, you shall not engage in any vocation, training, employment, consultancy, business, transaction, or any other activity,
which is in conflict with the interests of the Company, in any capacity whatsoever either on your own or in association with any other individual/ firm/ institute/ body corporate, etc. either part time or full time on
a paid basis.  You will devote your full attention exclusively to the duties entrusted to you from time to time by the Company and while in service of this Company you will not work for any person or Company
in any capacity either for any consideration or otherwise, nor do any private business without obtaining prior permission of the Company in writing. 

 

9.    Probation, Confirmation and Exit 

a. Probation – You will be on probation for 6 months period from the date of joining. Probation will be extended by 3 months only once, if you do not meet the confirmation policy parameters

b. Confirmation – You will be confirmed as per the confirmation policy.

c. Termination / Exit

The Company will be at liberty to terminate your services as per the existing Exit Policy.  In such case, the Company will be at liberty to call upon you not to take up any alternate employment duringi.
the applicable notice period.
The Company will also be at liberty to call upon you not to report for work, though you would be on the rolls of the Company for the said period and you would be paid your salary as per your contract,ii.
as if you were on duty.
In the event you choose to resign from the services of the Company, you will be required to serve for the period of notice of three months.  The Company, however, will be at liberty to call upon you notiii.
to report for work or even take up any alternate employment during this period, which will be at the sole discretion of the Company.  The Company will also be at liberty to pay you three months’ notice
wages in lieu of notice. However, it will be impermissible for you to waive the shortfall in the notice period by buying the said shortfall period in lieu thereof except with written permission.
Furthermore, you will not be entitled to either avail or adjust privileged leave (if applicable) in your account against the notice period.iv.
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In the following cases, this contract may be terminated forthwith without assigning any reason thereto by the Company –

The employee is found guilty of misconduct including unauthorised absenteeism.a.
The employee violates terms and conditions stipulated in the Company Code of Conduct. b.
The employee violates prevailing policies and procedures of the company. c.
The employee is found under the influence of alcohol or any other intoxicant at work place.d.
The employee is held guilty and convicted of offences involving moral turpitude by any competent Court.e.
If any information provided by employee in employee’s CV and/or documents submitted during employment is found to be incorrect.f.
Your performance shall be reviewed annually.  If your performance is not up to the mark and even after affording you an opportunity to improve you fail to come up to the mark then the Company shallg.
be within its rights to terminate this contract of service with notice or salary in lieu thereof.

10.    Right to Access  IT Tools & Services

The Company shall, at all times, have the right to access, monitor and control usage of IT devices, tools and solutions provided to you in the course of your employment. These include (but not limited to)
devices such as desktops, laptops, storage media, communication facilities such as e-mails, software applications etc. The usage of IT tools and services are subject to the policies that the Company would
adopt and communicate to you, from time to time, for adherence. All data and information, created or accessed during the employment, shall at all times remain the property of the Company.

 

11.    Intellectual Property Rights (IPR)

You will assign to the Company your entire right, title and interest in any Intellectual Property Rights (IPRs for short, which term would include patents, trade-marks, copyrights, designs, whether registered or
not, and all improvements thereto) that you may make, solely or jointly with others, in the course of your employment with the Company relating to any or all systems, services and products manufactured or
marketed or leased or developed.  You  will perform all necessary  acts and  execute such documents in such format as may be required by the Company,  without  expense  to you, which in the  judgment  of
 the  Company  or its Attorneys may be necessary or desirable to  secure  to the Company full right title and interest in the IPRs.

 

12.    Reputation of the Company 

You shall endeavor to uphold the good image of the Company and shall not by your conduct adversely affect the reputation of the Company and bring disrepute to the Company, in any manner whatsoever.

 

13.    Return of Company property 

You shall, on ceasing to be the employee of the Company, forthwith return all Company properties, movable and immovable, including, without limitation, all Company information, files, reports, memoranda,
software, credit cards, door and file keys, computer access codes and such other property which you received or in possession or prepared in connection with your employment with the Company. 

 

14.    Recovery of expenses 

You will be eligible to be relieved from the services only after satisfactory hand-over of responsibilities, settlement of dues and service of notice period. All employee benefits shall cease after the last day of
service. Any money due and owing under employee loan scheme, scholarship, bond or otherwise payable by you to the Company must be settled before the last day of service. The Company reserves the
right to offset any outstanding sum from the balance of money payable by the Company to you.

 

15.    Rules and Regulations of the Company

You will be subject to all rules, regulations and policies of the Company, which may be applicable time to time. You undertake to abide by the contents of the Code of Conduct of the company at all times
during your employment with the Company. The violation of any terms and conditions of the Code of Conduct may lead to termination of your Employment by the Company.

 

16.    Your appointment and continuation in the employment are also subject to your remaining physically and mentally fit and alert.  The management may send you for medical check-up / examination to
any doctor at any time during the course of your employment.  The decision of the doctor in this behalf shall be final and binding upon you.

 

17.    Government Laws and Regulations

You will be subjected to all Government Laws and Regulations in force from time to time. All payments to you shall be subject to deduction of tax, at applicable rate at source.

 

18.    Jurisdiction

This contract of employment shall be governed by and construed in accordance with the laws of the Republic of India and the parties hereto submit to the non-exclusive jurisdiction of the courts of the
Republic of India in the city of Mumbai.

 

19.    Acceptance & Acknowledgment 

Please return the duplicate of this letter and the duplicate copy of the Code of Conduct, duly signed, in token of your acceptance of the abovementioned terms and conditions of the employment, having read
the attached Code of Conduct and on joining you will abide by its prescriptive principles.
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The above appointment letter is subject to submission & verification of following documents:

Copies of your testimonials.
Reference letters – 2 Nos
Reference Check
Passport Size Photographs – 3 Nos
Relieving letter from Previous / last Employer.
Medical Fitness Certificate
Date of Birth Certificate
Salary Certificate
Address Proof
E-aadhar copy
Vaccination declaration/certificate

 

We wish you a long and fruitful career with us.

For MAHINDRA RURAL HOUSING FINANCE LTD.

Ms. Moonmoon Roy
Head - Human Resources

 

I have read the above terms and conditions and I have fully understood them and I am willing to join the services of the company on and with effect from 07/11/2023 on the above terms and conditions.

_____________________________
SIGNATURE OF THE EMPLOYEE

 

Place:                                   

Date:  
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*You will be paid incentive as per existing monthly PBMR (Performance Based Monthly Reward) policy

**Allowance as per policies currently in force are subject to change based on individual and company's performance

***The Superannuation benefit is optional. If an employee chooses not to join the scheme, the superannuation amount will be paid in monthly salary & will be taxable as per prevailing tax rate. The employee
has an option to join the scheme later through a separate declaration. Once the employee has joined the scheme it’s irrevocable.

****ESIC would be deducted as per applicable statutory laws

 

For MAHINDRA RURAL HOUSING FINANCE LTD.

Ms. Moonmoon Roy
Head - Human Resources

 

 

 

ANNEXURE - I
REMUNERATION STATEMENT

Components Amount (in INR)
Basic 50,000.00
HRA 25,000.00
Personal Allowance 150,995.00
Annual Gross 225,995.00 

Annual Benefits  
Provident Fund 21,600.00
Gratuity 2,405.00
Superannuation(Optional) 0.00 
LTA 0.00
Total CTC 250,000.00 
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Date: 05/27/2024
Rutuja Bhopale
Channgani Nagar
Durga vihar road
Amravati
Maharashtra - 444601
 
Dear Rutuja Bhopale,
 
Subject: Letter of Appointment
 
With reference to your acceptance of the offer of appointment dated 05/27/2024, we are pleased to
appoint you in the services of ICICI Lombard General Insurance Company Limited on the terms and
conditions detailed in this letter.
 
You will be designated as Associate Development Manager - Health Agency in Grade HA 1 and your
initial posting will be at location Amravati in Emerging Market Group vertical.
 
The present designation is subject to change depending upon work assignment from time to time.
 
Your appointment in the company is subject to transfer to any of the job/office locations of the
Company at its discretion.
 
You will be governed by the terms and conditions including but not limited to those contained in
Annexure I to this letter and the policies and practices prevalent and adopted by the company from
time to time.
 
Details of your compensation structure are mentioned in Annexure II to this letter.
 
Your compensation can be restructured at any time protecting the gross salary
 
Please sign and send us the duplicate copy of this letter with annexure as a token of your acceptance
of the appointment.
 
We welcome you and look forward to a mutually rewarding and long association with us.
 
Yours Sincerely,
 
For ICICI LOMBARD GENERAL INSURANCE COMPANY LIMITED

Shraddha Pradhan
Head – Human Resources                                        
Encl: Annexure – I
         Annexure - II
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Annexure I

1. PROBATION / CONFIRMATION

1.01 You will be on probation till 02/27/2025 or such extended period as may be decided by the
Company, based on your satisfactory performance during the probation period.

1.02 On satisfactory completion of the probation period, including that of extended period, if
any, your services will be confirmed in writing. Unless and until confirmed in writing by the
Company, you will be deemed to be on probation.

2. PLACE OF WORK

2.01 Your initial posting will be as mentioned in the letter of appointment. The Company shall
have the right to transfer your services to any of its departments / offices / job locations or
depute your services to any of its sister concerns or group entities as the Company deems fit
and proper. In case of such transfer/deputation, the terms and conditions of your employment
including the gross salary and benefits etc. as stated elsewhere in this letter will continue to
remain applicable.

3. MEDICAL FITNESS

3.01 Your appointment and your continuation in employment is subject to your medical fitness
for employment in accordance with the prevailing standards set by the Company. The Company
will have the right to get you examined/re-examined by its recognized Medical Practitioner(s),
whose findings and opinion shall be considered final and binding to this effect.

4. CONFIDENTIALITY

4.01 During the course of or consequent to cessation your employment, you will not divulge or
part any confidential information which you possessed or acquired during your employment with
any person including but not limited to any individual or entity whether internal or external to the
organization. Confidential information would mean and include your personal employment
details such as your compensation, rating, increment, hierarchy etc. and organization details
such as structures, strategies, forms, procedures, means and methods devised or deployed by
the company in its function and/or operation.

5. TERMINATION OF SERVICE

5.01. In case particulars mentioned in your application are found false, not authentic or without
documentary proof to the satisfaction of management, your services would be liable for
termination at any time without any notice or any compensation in lieu thereof.

5.02 If you absent yourself without leave or remain absent beyond the period of leave originally
granted or subsequently extended, you shall be considered as having voluntarily abandoned
your employment without giving any notice and you will lose lien on the job unless you :
· Return to work within 8 days from the commencement of such absence, and
· Give an explanation to the satisfaction of the Management regarding such absence.

 

 

Page 2 of 6



 

5.03 During probation, the Company may terminate your services at its discretion without
assigning any reason thereof with 45 (forty-five) days prior notice or payment of a sum
equivalent to your 45 (forty-five) days salary/remuneration in lieu of the notice period. In case
you decide to leave services of the Company during the probation period, you will be required to
serve 45(forty-five) days prior notice to the Company or will pay an amount equivalent to 45
(forty-five) days salary/remuneration in lieu thereof.

5.04 Consequent to confirmation, the company may terminate your services by serving 3 (three)
months' prior notice or on payment of an amount equivalent to 3 (three) months' gross
salary/remuneration in lieu of the notice period, without assigning any reason thereof. In case
you decide to leave services of the Company consequent to confirmation, you will be required to
serve 3 (three) months' prior notice to the Company or will pay an amount equivalent to 3
(three) months' gross salary/remuneration in lieu of the notice period, without assigning any
reason thereof.

5.05 This appointment is being made relying upon the information furnished and representation
made by you from time to time. If any information or representation is found to be incorrect or
misleading or if any material information is detected by us to have been misrepresented,
concealed or suppressed by you or any action on your part is found to be in contravention to the
conditions stated herein, the Company will have the right to terminate your services at any time
without notice.

5.06 With effect of the above and consequent to cessation of your employment you will be liable
to duly handover all the assets of the Company under your possession and all the authorities in
the form of Letter of Authority, Power of Attorney etc. to the person nominated by the Company
for the purpose. Besides, you will also be liable to duly handover your work responsibilities and
all the information in the form of knowledge, communication, document etc. pertaining to the
works delivered or under progress to the person so nominated by the Company.

6. GENERAL

6.01 Being under employment of the Company, you will adhere to/abide by/subject to the
Policies, Guidelines, Practices, Processes and Procedures prevalent or adopted by the
Company from time to time including the Information Technology Security policy of the
Company.

6.02 You will be responsible for the safe keeping and return in good condition and order of all
the properties of the company, which may be in your use, custody, care or charge. For the loss
or damage of any property of the company in your possession, the company will have a right to
assess on its own basis and recover the damages of all such materials from you and to take
such other action as it deems proper in the event of your failure to account for such material or
property to its satisfaction.

6.03 During the course of your employment in the Company, you will not

· Carry out any other business or profession, or
· Get employed by or engaged with any other firm, company or individual, or
· Enter into the services of any entity
For any part of your time, in any form, manner or capacity whatsoever either for profit or
otherwise unless with a written consent and approval from the Company through the officer
designated and authorized for the purpose.
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6.04 During the course of your employment in the Company or in the event of cessation of your
services due to any reason whatsoever, you shall not directly or indirectly, either on your own
accord or on behalf or in conjunction with any other person/s, firm or company refrain/desist
from canvassing or soliciting or attempting to or inducing any employee(s)/business
associate(s) to leave their current employment/engagement with the Company to join the
services of your new employer/firm/company or any other competitor of the company.

6.05 In the event of cessation of your services, due to any reason whatsoever, you shall not join
any entity engaged into the business of general insurance, for a period of six months' from the
date of such cessation.

6.06 During the course of your services with the Company, you cannot join or be related directly
or indirectly to any anti-social outfits or of any outfit which in the opinion of the Government is
anti-national.

6.07 While joining the services of the Company and during the subsistence of your employment
with the Company, you shall be required to immediately notify the Company with the details of
criminal case(s) instituted against you or pending in any Court of Law or any complaint(s)/show
cause notice(s) /prosecution(s) by the Police or any other law enforcement agency or by any
statutory authority. You will also notify the Company about proceedings and outcome of such
Complaint(s) such as filing of Charge sheet / Arrest / Conviction / Acquittal / Discharge etc.

6.08 Company expects resolution of issue(s) relating to your employment, if any, within the
framework of the Company internally, at all times during your service period and even after
cessation of service due to any reason whatsoever. Any attempt to bring any outside influence -
directly or indirectly-upon any authority to further your interest/s in respect of matters pertaining 
to your services with the Company would amount to breach of employment contract leading to
initiation of appropriate action.

6.09 Any act in contravention of the terms herein or any terms or condition relating to your
employment in the Company embodied elsewhere including but not limited to the Policies,
Guidelines, Rules, Processes, and Procedures or Practices whatsoever would be treated as
prejudicial to the interest and reputation of the Company leading to initiation of appropriate
action against you.

6.10 In the event of any misconduct, the Company reserves the right to take appropriate
disciplinary action as it may deem fit.

6.11 During the course of your services with the Company, you will not take part in any
demonstration/agitation against the Company and its official(s) for or on behalf of any external
bodies/political outfits - either as a member or as a sympathizer to the cause or the entity.

6.12 You shall intimate in writing to the Company any change of your address within a week's
time from the date of such change, failing which any communication sent on your last recorded
address shall be deemed to have been served upon you.
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6.13 Your appointment and your continuation in employment is subject to the receipt of
satisfactory report by the Company from the references given by you.

6.14 You will be required to submit necessary certificates in support of your
educational/professional qualification, experience and other testimonials including the relieving
letter from your last employer (In case you are/were employed).

7. RETIREMENT

7.01 You will automatically retire from the service of the company on attaining the
superannuation age of 58 years. Your age mentioned in the birth/school certificates will be
deemed to be the conclusive proof of your date of birth.

 

 

Yours Faithfully,

For ICICI LOMBARD GENERAL INSURANCE COMPANY LIMITED

Shraddha Pradhan
Head – Human Resources                                        
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ANNEXURE II

 
Compensation Heads Rs. per Annum Rs per Month

HRA 33,750 2,812
Statutory Bonus 16,800 1,400
Conveyance Reimbursement 0 0
Personal Pay 109,781 9,148
Base Pay 67,500 5,625
ESIC (Employer) 10,822 901
Telephone Reimbursement 0 0
Provident Fund Contribution 8,100 675
LTA 0 0
Gratuity 3,247 270
Mobile Limit 700 -
Total            250,000    20,833

• Company contribution towards Provident Fund, Gratuity, ESIC and/or any other statutory benefit is in
accordance with the applicable laws.
• Performance appraisal bonus, as per policies and conditions prevalent.
• The above mentioned gross fixed salary does not include Mobile and Business travel conveyance
expenses as well as Health insurance, Life Insurance and Group (Personal) Accident Insurance (which
would be applicable as per the prevalent Schemes of the Company).

Yours' Faithfully,
For ICICI LOMBARD GENERAL INSURANCE COMPANY LIMITED

Shraddha Pradhan
Head – Human Resources

_______________________
ACCEPTANCE

I hereby accept the terms and conditions as mentioned in the letter. 

 

Date:                                Name:

Place:                               Signature:
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Date: 05/27/2024
Prajwal Bawaskar
Near creative heights Gadge Nagar Amravati
Gadge Nagar
Amravati
Maharashtra - 444603
 
Dear Prajwal Bawaskar,
 
Subject: Letter of Appointment
 
With reference to your acceptance of the offer of appointment dated 05/27/2024, we are pleased to
appoint you in the services of ICICI Lombard General Insurance Company Limited on the terms and
conditions detailed in this letter.
 
You will be designated as Associate Development Manager - Health Agency in Grade HA 1 and your
initial posting will be at location Amravati in Emerging Market Group vertical.
 
The present designation is subject to change depending upon work assignment from time to time.
 
Your appointment in the company is subject to transfer to any of the job/office locations of the
Company at its discretion.
 
You will be governed by the terms and conditions including but not limited to those contained in
Annexure I to this letter and the policies and practices prevalent and adopted by the company from
time to time.
 
Details of your compensation structure are mentioned in Annexure II to this letter.
 
Your compensation can be restructured at any time protecting the gross salary
 
Please sign and send us the duplicate copy of this letter with annexure as a token of your acceptance
of the appointment.
 
We welcome you and look forward to a mutually rewarding and long association with us.
 
Yours Sincerely,
 
For ICICI LOMBARD GENERAL INSURANCE COMPANY LIMITED

Shraddha Pradhan
Head – Human Resources                                        
Encl: Annexure – I
         Annexure - II
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Annexure I

1. PROBATION / CONFIRMATION

1.01 You will be on probation till 02/27/2025 or such extended period as may be decided by the
Company, based on your satisfactory performance during the probation period.

1.02 On satisfactory completion of the probation period, including that of extended period, if
any, your services will be confirmed in writing. Unless and until confirmed in writing by the
Company, you will be deemed to be on probation.

2. PLACE OF WORK

2.01 Your initial posting will be as mentioned in the letter of appointment. The Company shall
have the right to transfer your services to any of its departments / offices / job locations or
depute your services to any of its sister concerns or group entities as the Company deems fit
and proper. In case of such transfer/deputation, the terms and conditions of your employment
including the gross salary and benefits etc. as stated elsewhere in this letter will continue to
remain applicable.

3. MEDICAL FITNESS

3.01 Your appointment and your continuation in employment is subject to your medical fitness
for employment in accordance with the prevailing standards set by the Company. The Company
will have the right to get you examined/re-examined by its recognized Medical Practitioner(s),
whose findings and opinion shall be considered final and binding to this effect.

4. CONFIDENTIALITY

4.01 During the course of or consequent to cessation your employment, you will not divulge or
part any confidential information which you possessed or acquired during your employment with
any person including but not limited to any individual or entity whether internal or external to the
organization. Confidential information would mean and include your personal employment
details such as your compensation, rating, increment, hierarchy etc. and organization details
such as structures, strategies, forms, procedures, means and methods devised or deployed by
the company in its function and/or operation.

5. TERMINATION OF SERVICE

5.01. In case particulars mentioned in your application are found false, not authentic or without
documentary proof to the satisfaction of management, your services would be liable for
termination at any time without any notice or any compensation in lieu thereof.

5.02 If you absent yourself without leave or remain absent beyond the period of leave originally
granted or subsequently extended, you shall be considered as having voluntarily abandoned
your employment without giving any notice and you will lose lien on the job unless you :
· Return to work within 8 days from the commencement of such absence, and
· Give an explanation to the satisfaction of the Management regarding such absence.
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5.03 During probation, the Company may terminate your services at its discretion without
assigning any reason thereof with 45 (forty-five) days prior notice or payment of a sum
equivalent to your 45 (forty-five) days salary/remuneration in lieu of the notice period. In case
you decide to leave services of the Company during the probation period, you will be required to
serve 45(forty-five) days prior notice to the Company or will pay an amount equivalent to 45
(forty-five) days salary/remuneration in lieu thereof.

5.04 Consequent to confirmation, the company may terminate your services by serving 3 (three)
months' prior notice or on payment of an amount equivalent to 3 (three) months' gross
salary/remuneration in lieu of the notice period, without assigning any reason thereof. In case
you decide to leave services of the Company consequent to confirmation, you will be required to
serve 3 (three) months' prior notice to the Company or will pay an amount equivalent to 3
(three) months' gross salary/remuneration in lieu of the notice period, without assigning any
reason thereof.

5.05 This appointment is being made relying upon the information furnished and representation
made by you from time to time. If any information or representation is found to be incorrect or
misleading or if any material information is detected by us to have been misrepresented,
concealed or suppressed by you or any action on your part is found to be in contravention to the
conditions stated herein, the Company will have the right to terminate your services at any time
without notice.

5.06 With effect of the above and consequent to cessation of your employment you will be liable
to duly handover all the assets of the Company under your possession and all the authorities in
the form of Letter of Authority, Power of Attorney etc. to the person nominated by the Company
for the purpose. Besides, you will also be liable to duly handover your work responsibilities and
all the information in the form of knowledge, communication, document etc. pertaining to the
works delivered or under progress to the person so nominated by the Company.

6. GENERAL

6.01 Being under employment of the Company, you will adhere to/abide by/subject to the
Policies, Guidelines, Practices, Processes and Procedures prevalent or adopted by the
Company from time to time including the Information Technology Security policy of the
Company.

6.02 You will be responsible for the safe keeping and return in good condition and order of all
the properties of the company, which may be in your use, custody, care or charge. For the loss
or damage of any property of the company in your possession, the company will have a right to
assess on its own basis and recover the damages of all such materials from you and to take
such other action as it deems proper in the event of your failure to account for such material or
property to its satisfaction.

6.03 During the course of your employment in the Company, you will not

· Carry out any other business or profession, or
· Get employed by or engaged with any other firm, company or individual, or
· Enter into the services of any entity
For any part of your time, in any form, manner or capacity whatsoever either for profit or
otherwise unless with a written consent and approval from the Company through the officer
designated and authorized for the purpose.
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6.04 During the course of your employment in the Company or in the event of cessation of your
services due to any reason whatsoever, you shall not directly or indirectly, either on your own
accord or on behalf or in conjunction with any other person/s, firm or company refrain/desist
from canvassing or soliciting or attempting to or inducing any employee(s)/business
associate(s) to leave their current employment/engagement with the Company to join the
services of your new employer/firm/company or any other competitor of the company.

6.05 In the event of cessation of your services, due to any reason whatsoever, you shall not join
any entity engaged into the business of general insurance, for a period of six months' from the
date of such cessation.

6.06 During the course of your services with the Company, you cannot join or be related directly
or indirectly to any anti-social outfits or of any outfit which in the opinion of the Government is
anti-national.

6.07 While joining the services of the Company and during the subsistence of your employment
with the Company, you shall be required to immediately notify the Company with the details of
criminal case(s) instituted against you or pending in any Court of Law or any complaint(s)/show
cause notice(s) /prosecution(s) by the Police or any other law enforcement agency or by any
statutory authority. You will also notify the Company about proceedings and outcome of such
Complaint(s) such as filing of Charge sheet / Arrest / Conviction / Acquittal / Discharge etc.

6.08 Company expects resolution of issue(s) relating to your employment, if any, within the
framework of the Company internally, at all times during your service period and even after
cessation of service due to any reason whatsoever. Any attempt to bring any outside influence -
directly or indirectly-upon any authority to further your interest/s in respect of matters pertaining 
to your services with the Company would amount to breach of employment contract leading to
initiation of appropriate action.

6.09 Any act in contravention of the terms herein or any terms or condition relating to your
employment in the Company embodied elsewhere including but not limited to the Policies,
Guidelines, Rules, Processes, and Procedures or Practices whatsoever would be treated as
prejudicial to the interest and reputation of the Company leading to initiation of appropriate
action against you.

6.10 In the event of any misconduct, the Company reserves the right to take appropriate
disciplinary action as it may deem fit.

6.11 During the course of your services with the Company, you will not take part in any
demonstration/agitation against the Company and its official(s) for or on behalf of any external
bodies/political outfits - either as a member or as a sympathizer to the cause or the entity.

6.12 You shall intimate in writing to the Company any change of your address within a week's
time from the date of such change, failing which any communication sent on your last recorded
address shall be deemed to have been served upon you.
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6.13 Your appointment and your continuation in employment is subject to the receipt of
satisfactory report by the Company from the references given by you.

6.14 You will be required to submit necessary certificates in support of your
educational/professional qualification, experience and other testimonials including the relieving
letter from your last employer (In case you are/were employed).

7. RETIREMENT

7.01 You will automatically retire from the service of the company on attaining the
superannuation age of 58 years. Your age mentioned in the birth/school certificates will be
deemed to be the conclusive proof of your date of birth.

 

 

Yours Faithfully,

For ICICI LOMBARD GENERAL INSURANCE COMPANY LIMITED

Shraddha Pradhan
Head – Human Resources                                        
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ANNEXURE II

 
Compensation Heads Rs. per Annum Rs per Month

HRA 33,750 2,812
Statutory Bonus 16,800 1,400
Conveyance Reimbursement 0 0
Personal Pay 109,781 9,148
Base Pay 67,500 5,625
ESIC (Employer) 10,822 901
Telephone Reimbursement 0 0
Provident Fund Contribution 8,100 675
LTA 0 0
Gratuity 3,247 270
Mobile Limit 700 -
Total            250,000    20,833

• Company contribution towards Provident Fund, Gratuity, ESIC and/or any other statutory benefit is in
accordance with the applicable laws.
• Performance appraisal bonus, as per policies and conditions prevalent.
• The above mentioned gross fixed salary does not include Mobile and Business travel conveyance
expenses as well as Health insurance, Life Insurance and Group (Personal) Accident Insurance (which
would be applicable as per the prevalent Schemes of the Company).

Yours' Faithfully,
For ICICI LOMBARD GENERAL INSURANCE COMPANY LIMITED

Shraddha Pradhan
Head – Human Resources

_______________________
ACCEPTANCE

I hereby accept the terms and conditions as mentioned in the letter. 

 

Date:                                Name:

Place:                               Signature:
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To,

Bhumi Shaburam Batra 

Rukmini Nagar, Amravati, Maharashtra- 444606

 

Dear Bhumi Batra,

We are pleased to appoint you as "Agency Manager" in the "Direct Sales Force" Department at 
Amravati - Irwin Square Location of Aditya Birla Sun Life Insurance Company Limited 
(“Company”).Your appointment is effective from your Date of Joining i.e. 06/06/2024. (“DOJ”) 

Your employment with the Company shall be subject to the following terms and conditions:

1. Details of your compensation are as per the attached Annexure “A”. The payment of 
compensation shall be subject to deduction of Income Tax as per the prevailing Income Tax rates 
and other statutory deductions, as may be required in accordance with applicable laws in force 
from time to time. In addition to your fixed pay, you will be covered under the Sales Incentive Plan. 
The payout will be based on your performance and dependent on parameters that are defined 
under the Sales Incentive Plan from time to time.

2. Your compensation may be revised from time to time in accordance with Company’s policies.

 

Probation, Confirmation & Separation:

3. You will be governed as per Company’s Sales Progression Plan, as applicable in your grade and 
will be communicated to you on your joining. This will be based on your performance and 
dependent on parameters that are defined under the Sales Progression Plan from time to time.

4. Initially you will be on probation for a period of 6 (six) months from the Date of Joining the 
Company. Your services will be confirmed on successful completion of New Hire Goalsheet as 
mentioned in Annexure “B”, else you would continue in probation till such time as your services are 
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either confirmed in writing or terminated as per clauses below.

5. Once confirmed, unless the employment is terminated earlier, you shall continue to be in the 
employment of the Company up till attainment by you of the age of superannuation, as set out in 
the Company policy from time to time, which at present is 60 years. Your superannuating age will 
be calculated against the date of birth proof submitted at the time of joining the Company.

6. During the probation either party may terminate the service by: (i) giving 15 days’ written notice; 
or (ii) payment in lieu of notice period to be paid by the party terminating the services to the non-
terminating party.

7.  Post confirmation, either party may terminate the service by (i) giving < 30> days’ written notice; 
or (ii) payment in lieu of notice period to be paid by the party terminating the services to the non-
terminating party. The services can also be terminated by the Company on Grounds of non-
performance of the employee, on which issue the decision shall be taken the sole discretion of the 
Company, by (i) giving 30 days’ written notice; or (ii) payment in lieu of notice period to be paid by 
the Company to the employee.

 

8. Payment in Lieu of Notice Period: In case either party wishes to make payment instead of 
continued employment during the notice period (both during the probation period and post 
confirmation) then the same be calculated on a daily basis, on the basis of Basic Salary. The 
payment shall have to be made for the number of days falling short of the notice period.

9. It is clarified that the Company reserves the right to either to accept or to deny, at its sole 
discretion, the payment in lieu of notice period, if so requested by the employee, both during 
probation period and post confirmation, and may ask the employee to serve the full notice period. 

10. The employee cannot avail of any privilege leave during the notice period, except with the prior 
approval of the head of department/function. It is clarified that the employee is not entitled to any 
privilege leave during probation period, thus, cannot claim to avail the same during the notice 
period in case of termination of employment during the probation period.
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11. The final relieving of the employee from the employment shall be subject to (i) the employee’s 
satisfactory handover of the duties and all information and documents pertaining to the work of 
the employee to the Company’s representative or the employee’s successor; (ii) settlement of 
outstanding dues payable form the employee to the Company; (iii) service of notice period or 
payment in lieu thereof, as the case may be; and (iv) clearance from your immediate supervisor 
and such other departments as may be prescribed in the Company Policy.

12. Termination for Cause: The Company reserves the right to terminate your employment 
immediately without giving a notice period of service or payment in lieu of notice period in case 
reason for the same exists (“Termination for Cause”), which circumstances include but are not 
limited to: (i) any violation of the terms and conditions of employment as contained in this letter or 
as contained in any of the rules, regulations and policies of the Company, as shall be amended 
from time to time; (ii) In case the Company : finds you guilty of misconduct, dishonesty or acting in 
a manner prejudicial to or conflicting with the interests of the Company; and (iii) in case you absent 
yourself from the services of the Company without prior approval for four (4) consecutive days or 
overstay sanctioned leave without prior intimation and approval by four (4) consecutive days; in 
this case you will be deemed to have abandoned service voluntarily and shall have to pay to the 
Company payment in lieu of notice.

13. On joining, your services will deem to be under probationary review for a period of 6 months 
from the date of your joining. Your services will be confirmed on successful completion of New 
Hire Goal sheet as applicable in your grade and will be communicated to you on your joining. 
Unless your services are confirmed in writing by the Company, you will continue to be on probation

 

Actions Upon Ending of Employment:

14.  In the event your retirement (upon attaining the age of superannuation), separation or 
termination of your employment by the Company for any reason whatsoever, you will promptly 
return to the Company, all documents, files, notes, lists, credit cards, computer disks, recordings, 
print-outs, drawings, any other assets (including, without limitations, any materials reflecting or 
containing Confidential Information) that are in your possession or under your control and that 
relate to the operation and business of the Company. You shall not be entitled to retain any 
duplicates or summaries of or notes on any of the foregoing. 

15.  In case you are provided with accommodation by the Company, then upon end of your 
employment with the Company, howsoever caused, you shall vacate the premises in accordance 
with the rules of the location of your posting and of the Company and within the time frame 
prescribed therein, subject to any other time frame as may be specifically communicated to you in 
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writing.

Leaves: 

16. You will be governed by the Company’s leave policy in force and as applicable to your category 
of employees from time to time.

Traveling: 

17. In the course of your employment, you may be required to travel to domestic and foreign 
locations in connection with the Company’s business, according to the directions and instructions 
issued by the Management, from time to time, for which you will be reimbursed expenses in 
accordance with the relevant travel policies.

Transfer:

18. Your services are liable to be transferred, as per Company Policy, to any other associate or 
affiliate entity of the Company and such transfer can be to any other domestic or international 
location. Upon transfer you shall be paid relocation expenses as per Company Policy. The 
Company is a part of the Aditya Birla Group and the companies in the Aditya Birla Capital are 
affiliates of the Company. It is understood and agreed that the Company shall have the right to 
transfer/second you, as the case may be, to any function or business group, any other location 
within India or overseas, or to its affiliate and subsidiary organizations, at any time in the future, 
whether present or set up in future. All such transfers shall be on continuity of service basis, 
however, upon such transfer you shall be governed by the rules, regulations and policies of such 
new employer and all your legal rights and remedies shall only be against such new employer.

Confidentiality & Non-Disclosure: 
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19. You agree that during your employment you may have access to or acquire, through the 
Company, its employees, clients, vendors, service providers etc., various kinds of information 
pertaining, amongst others, to the business, employees, clients and other stakeholders of the 
Company and that all such information (“Confidential Information”) shall be treated as confidential 
and shall not be disclosed by you to any third party or even other employees of the Company. 
Disclosure of Confidential Information to other employees of the Company shall be purely on a 
need to know basis. You should refrain from sharing any information – whether words, images, 
logos or videos – that is Confidential or proprietary to the Company through any modes of media, 
including public newspaper, journal, television channels, online media, news channels or otherwise. 
You shall not release/ disclose on media, any internal communication intended solely for the 
information of all employees of the Company nor shall you associate yourself with any group or 
entity engaging in such activities without the prior approval of the management. You shall not 
publish or communicate, in any manner, any derogatory or defamatory content about the Company, 
its associates, affiliates, management or other employees.  You understand and agree that you 
have a continuing obligation not to use, publish or otherwise disclose either during or after your 
employment with the Company, any trade secrets, Confidential or proprietary information 
belonging to, or concerning or referring to the Company, or any client or customer of the Company. 
You acknowledge that should you breach this provision, the Company will suffer immediate and 
irreparable harm and that money damages will be inadequate relief and therefore, you agree that 
should you breach this provision; the Company will be entitled to injunctive relief to enforce the 
provisions contained herein.

20. During the continuance of your employment with the Company and thereafter, any process, 
practice, discovery or invention (“Invention”) developed or acquired by you in the course of 
discharging of the assigned duties, shall remain the sole property of the Company and same shall 
not be used in any manner whatsoever by you without the specific knowledge and express 
permission of the Company, post cessation of your employment with the Company, and you hereby 
assign all rights, title and interest in such Invention to the Company and agree to help the Company 
to perfect its title to the same.

21. During the period of your employment with the Company and for a period of one year thereafter 
you agree you shall not, whether directly or indirectly, induce or solicit any person employed or 
engaged by the Company or its affiliate companies (whether as an employee, consultant, advisor 
or in any other manner) to terminate their contractual relationship with the Company; and become 
an employee of, or directly or indirectly offer services in any form or manner to any other company, 
person or entity. You shall keep the Company indemnified in respect of any loss that may be 
caused to it as a result of breach of this covenant by you.

22. During the period of your employment with the Company and for a period of one year thereafter 
you agree that you shall not, whether directly or indirectly, solicit or induce any customer to remove 
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its business from or reduce its business with the Company or its affiliates.

23.  You agree to keep strictly confidential in whole or in part, the terms of this letter/agreement 
and further agree not to disclose the terms of employment to any person and entity except as 
required by law or legal process and except for disclosure to your attorneys, accountants, and 
immediate family.

Company’s Rules, Regulations and Policies: 

24.  The Company reserves the right to change the terms of employment from time to time. 

25. You will be bound by the various rules, regulations and policies of the Company as are existing 
on the date and as shall be amended by the management from time to time and the same are 
deemed to be part of your terms and conditions of employment. You are required to follow the 
Company’s values and code of conduct and other policies and these include a requirement that 
you maintain the highest standards of conduct and act with the highest ethical principles. You are 
required to acquaint yourself with the various rules, regulations and policies of the Company and 
follow these strictly. In order to keep the Employee appraised of the changing policies on a regular 
basis, the Company shall make reasonable efforts to make the policies available for the employees 
to access them. 

26. Any violation of the terms and conditions as contained in this letter and the Company’s rules, 
regulations and policies and can render your employment liable to be terminated.

27. While you are being appointed in the current role and function, you may be called upon to 
perform such other duties or take on such other responsibilities in the interest of the business and 
priorities of the Company, which the management believes are well within your capabilities and of 
which the management will be the sole judge. In this regard, it is further clarified that with ever 
changing scene of technology, office automation, administrative procedure, you will undertake to 
adapt new methods of working with the use of modern or modified equipment, tools etc. of work 
as dictated by the circumstances of the Company’s business in a competitive environment.
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28.  Your continuance in the employment of the Company is subject to your remaining physically 
and mentally fit for the purpose of the job. As and when required by the management, you will 
submit yourself to medical examination at the cost of the Company by a physician appointed by 
the Company for the purpose.

29. During the course of your employment with the Company you shall not take up any other 
employment or activity, whether for or without consideration, that may be a conflict with your 
responsibilities as an employee of the Company and shall devote your full time and attention to the 
employment with the Company. Amongst others you will not contest election to any legislature or 
local body without the previous specific permission of the employer in writing.

30. You will keep us informed of any changes in your residential address (Current and Permanent), 
or any other personal particulars relevant to your employment e.g. change in name, addition of 
further professional qualifications etc. 

31. You confirm that there is no litigation/conviction against you before any Court of Law which 
involves criminal offence or offences involving moral turpitude.

32. You give your consent and irrevocable authorization to the Company: (i) to share and disclose 
the information relating to your current and previous employment and academic credentials with 
any person, vendors or any other authority or any third party, engaged by the Company to obtain 
such information as is required for the purpose of proper background check and verification, both 
during and after your term of employment; (ii) to provide a reference check covering your 
employment with the Company, including sharing the cause of your exit from the Company to any 
third party or repository agency conducting a reference check on behalf of any other employer or 
agency, as may approach it either during or post your exit from the Company; and (iii) to share your 
details or any other information pertaining to your employment with any Government authority and 
agency, pursuant to a request received for the same both during and post your exit from the 
Company.

33. During your employment the employer may also ask you for proof of date of birth, nationality, 
education, prior employment documents and proof or relationship with any nominees in any 
statutory or other benefit plans provided by the Company, etc. which have to be submitted by you 
within a stipulated timeline as required by the Company. The employer will store these documents 
in electrical / physical format as deemed fit or relevant.
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34. (i) This appointment is contingent upon:

       (a) Satisfactory results of the pre-employment medical check-up and satisfactory reference 
checks, background verifications, verification of educational qualifications and past employment 
records. 

       (b) All information, facts and figures provided by you to the company’s representatives at any point 
in time, being accurate and true.

       (c)Your acceptance of the above terms and conditions.

     (ii) The Company reserves the right to terminate your employment forthwith, without any notice 
period or payment in lieu of notice, in case any information provided by you or your references 
turns out to be false or incorrect.

     (iii) You are requested to provide us a copy of this appointment letter signed by you as an 
indication of your acceptance.

 

We wish you an enjoyable and rewarding association with Aditya Birla Sun Life Insurance

Yours Sincerely,

For & on Behalf of

Aditya Birla Sun Life Insurance

Authorized Signatory

 

Prasad Kakkat 

Head – Sales HR 
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I have read and understood all provisions relating to my employment with the organization and I 
accept all the terms and conditions mentioned in the same.

________________________

Name:

Date:
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Annexure A

Fixed Compensation
Monthly Annual

Salary 6825 81900
Basic Salary 6825 81900

 Allowances & Reimbursements 10686 128236
Housing Rent Allowance 3413 40950

Education Allowance 200 2400
Statutory Bonus 1400 16800

Special Allowance 5674 68086
Progression Allowance 0 0

Gross Salary 17511 210136
Retirals 1989 23863

Provident Fund (Company Contribution) 1524 18286
Gratuity 328 3939

National pension scheme 137 1638
Fixed Compensation 19500 234000

 
Gratuity will be paid as per the provisions of Payment of gratuity act,1972” 
NPS (Optional) - The National Pension System (NPS) is a voluntary retirement scheme. NPS 
subscribers can save additional tax under Section 80CCD(2) over and above Section 80C. NPS 
is instrumental for those who want to save maximum tax and at the same time make 
investments that give market-linked returns at low cost. Employee may choose to opt out of the 
NPS post joining through HRMS portal and same will be added to special allowance.
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_________________________________________________________________________________________ 
 

POSITIVE AI INNOVATIONS PRIVATE LIMITED 
8th Floor unit no A804 Unitech, Arcadia South City 2, Sector -49, Gurgaon, Haryana, India, 122018 

CIN: U63999HR2024PTC121735 

 

________________________________________________________________________________ 

Date: 01 August 2024 

Dear Harish Khandre 
Email - 1.harishkhandre@gmail.com 
Mob - 8956783976 

Subject: Appointment Letter for the Software Developer & Product Engineer position in Positive AI. 

Congratulations! 

We are pleased to extend an offer to join Positive AI Innovations Private Limited ("Positive AI") as a 
Software Developer and Product Engineer. At Positive AI, we value individuals who demonstrate 
intellect, passion, energy, and the ability to tackle complex challenges innovatively. We are confident 
that your skills and attributes align well with our vision and objectives. 

Position and Compensation: 

 Position: Software Developer and Product Engineer  
 Monthly Salary: ₹35,000/- plus yearly performance bonus 
 Joining Date: 05 August 2024 
 Initial Location: Dehradun (during probation) 

 Post-Probation Location: Gurugram 

You will be on probation for three months and will be paid a fixed stipend of Rs 30,000/- per month 
during that time. Upon successful completion of your probation, your location will be Gurugram office. 

Performance and Reviews: 

In addition to the monthly stipend, you will be eligible for a yearly performance-based bonus. The 
bonus pay out is discretionary and will be based on your performance in alignment with established 
goals. Positive AI is committed to rewarding top performers, and your compensation will be reviewed 
annually according to the company's standard practices. Please note that all payments are subject to 
deductions as per Indian tax laws and other applicable regulations. 

Employment Terms: 

 Probation Period: Your appointment will commence with a three-month probationary period 
and may be confirmed upon satisfactory performance and completion of this period. 

 Work Hours: You are required to work a minimum of 42 hours per week. Additional hours 
may be necessary to fulfill your responsibilities and meet company objectives. 

Confidentiality and Non-Disclosure:  

As an employee, your primary obligation is to devote your full time, attention, and efforts to the 
advancement of Positive AI’s business. You are expected to continuously develop your professional 
skills for the benefit of both the company and your personal growth. 
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POSITIVE AI INNOVATIONS PRIVATE LIMITED 
8th Floor unit no A804 Unitech, Arcadia South City 2, Sector -49, Gurgaon, Haryana, India, 122018 

CIN: U63999HR2024PTC121735 

 

_______________________________________________________________________________
_________________ 

You will be required to sign and adhere to our Confidential Information and Non-Disclosure 
Agreement. Any breach of this agreement during your employment will be regarded as gross 
misconduct and may lead to immediate dismissal. 

Background Check and Documentation: 

Your employment with Positive AI is contingent upon the successful completion of a background 
check. If the results reveal discrepancies or issues that conflict with our company standards, this offer 
may be rescinded or result in the immediate termination of your employment. You are required to 
submit all necessary documentation, including copies of your testimonials and certificates, at the time 
of joining. 

Employment Status and Termination: 

Your employment with Positive AI is at will, meaning that either party may terminate the relationship 
at any time. Should you or Positive AI decide to end the employment, a notice period of two months 
is required, or one month's salary may be provided in lieu of notice. Positive AI reserves the right to 
terminate your employment without notice or payment in lieu of notice under specific circumstances, 
including gross misconduct. 

Legal Jurisdiction: 

Any disputes arising from this offer letter or your employment with Positive AI will be governed by 
and construed in accordance with the laws of India, with jurisdiction resting in the courts of Delhi. 

Acceptance of Offer: 

We are eager to have you join the Positive AI team. This offer is open for your acceptance for a period 
of three days from the date of this letter. If you accept this offer, please sign and return a duplicate 
copy of this letter to confirm your acceptance. 

Welcome to Positive AI Innovations Private Limited! 

We look forward to working with you and are excited about your contributions to our organization. 

Yours sincerely, 

Akhilesh Srivastava 
Founder  
Positive AI Innovations Private Limited 
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POSITIVE AI INNOVATIONS PRIVATE LIMITED 
8th Floor unit no A804 Unitech, Arcadia South City 2, Sector -49, Gurgaon, Haryana, India, 122018 

CIN: U63999HR2024PTC121735 

 

 

 

Employee Acknowledgement 
 

I, Harish Khandre, have read and understood the offer and compensation package relating 
to my services and employment with Positive AI, and the same is acceptable to me, I hereby 
also assure you that I will provide the duly signed copy within 48 hrs, If I fail to do the same 
this offer will be expired, Once the acceptance copy is provided by me then I will join from 
05th August 2024.  

    
 
 

……………….. 

 Date: 01st August 2024 

Place: Gurugram 

 



AXISB/LOA/RH4125366/206322
04/09/2024

MAHESH TUKARAM SHEVALE
7821049623

LETTER OF APPOINTMENT

Dear MAHESH TUKARAM SHEVALE,

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 Officer Sales I in RB - BB, RL & 
Products.  

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 compensation payable to you will be INR 2,24,802 subject to tax deductions at 

source, as applicable by law. 

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 for a period of 
6 (six) months from the date of your joining. This period may be extended upto a maximum of 
6  months  in  two tranches  of  3  months  each,  if  further  assessment  and observations  are 
considered necessary on the sole discretion of the Management. Thereafter, on failure to be 
confirmed in the service of the Bank, your employment shall be terminated on account of non-
confirmation of service.

5.2 On satisfactory completion of probation you will be confirmed in the services of the Bank.
5.3 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.
5.4 Notwithstanding what  is  stated above,  the bank reserves the right  to  confirm you in  the 

services of the bank even during the extended period, provided, the extension of probation 
was solely due to non-completion of the joining formalities and such formalities are completed 
within the said period.

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, 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 1 month from the date of joining, failing which your salary after 1st 
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.



If you are joining Axis Bank from other employer, any restrictions and obligations associated with 
other employer should be fully disclosed prior to joining, and adhered to, by you

Kindly  note  that  Axis  Bank  does  not  charge  any  money/deposit  for  giving  employment 
offers/conducting employment interview, to anyone seeking a job at the bank, nor does it appoint 
any agent/agency/individuals to make or issue offers of employment/benefits on its behalf.

For any further information / clarifications please feel free to contact:-

Mansi Tomar 

Mansi.Tomar@axisbank.com

We at Axis Bank wish you success and look forward to your having a long and rewarding career 
with us!

Yours faithfully,

Anand Bardhan,

Head – Talent Acquisition

Human Resources
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Offer: BUSINESS PROCESS SERVICES
Ref: TCSL/DT20234580319/Nagpur/BPS/BTN
Date: 18/07/2024

Ms. Roshni Amarsingh Rathod
Belpura Near Hanuman Temple
Amravati
Amravati
Amravati-444606
Maharashtra
Tel# 91-8087750535

Dear Ms. Roshni Amarsingh Rathod,

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. 10,660/- 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 offer online through the option 'Accept Offer letter'. If not accepted within 7 
Days, it will be construed that you are not interested in this employment and this offer will be automatically withdrawn. 

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. 

Your appointment is subject to completion of your course within stipulated time and scoring minimum aggregate marks 
as per TCS Selection Guidelines, as most specifically stated in the Offer of Employment. 
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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). 

Entitlement - Under this scheme, you and your enrolled dependents will be entitled for Rs. 5, 00,000/- as a family 
cover under the default HIS plan towards hospitalization expenses. 

Premium rates and contribution will be applicable as per the TCS Health Insurance Policy and the amendment 
made therein from time to time. You have the flexibility to choose a plan which is higher than the default HIS plan 
during the permitted window, by paying the applicable additional premium plus taxes. 

*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 3.25% 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:
If 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 employment, from 
Employees' State Insurance Corporation. 

If you are out of the purview of ESI Act, you will be eligible for compensation benefit in the event of disablement 
arising out of and in the course of employment as per applicable Company policy. In the event of death arising out 
of and in the course of employment, your beneficiary will be eligible for compensation as per the Company's 
policy. For more details on this, refer TCS India policy - Afterlife Benefits and TCS India policy - Health Insurance 
after joining the organization. 

* Inclusion or exclusion of an employee under 'Employee State Insurance Corporation' is as defined as per the 
ESIC Act 

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. 

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. 
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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 
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 . 
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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 submit a Medical Certificate of Fitness (in the format prescribed by TCSL ), issued by a 
registered medical practitioner having a minimum qualification of MBBS, to the Induction coordinator. 

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. 

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. 
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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. 

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 & Academic Interface

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

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=ix8i96pZ6F6680889UpZ6p66UZ4UpFpFx6x4F9FF3ixU4i44b6Li3TxU0LqTUZ4UqTq6Ux4ULZL


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/DT20234580319/Nagpur/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/DT20234576731/Nagpur/BPS/BTN
Date: 31/07/2024

Ms. Shreya Prashant Chaudhari
Aishwarya Residency Rathi Nagar
Amravati
Amravati
Amravati-444601
Maharashtra
Tel# -

Dear Ms. Shreya Prashant Chaudhari,

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. 10,660/- 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 offer online through the option 'Accept Offer letter'. If not accepted within 7 
Days, it will be construed that you are not interested in this employment and this offer will be automatically withdrawn. 

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. 

Your appointment is subject to completion of your course within stipulated time and scoring minimum aggregate marks 
as per TCS Selection Guidelines, as most specifically stated in the Offer of Employment. 
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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). 

Entitlement - Under this scheme, you and your enrolled dependents will be entitled for Rs. 5, 00,000/- as a family 
cover under the default HIS plan towards hospitalization expenses. 

Premium rates and contribution will be applicable as per the TCS Health Insurance Policy and the amendment 
made therein from time to time. You have the flexibility to choose a plan which is higher than the default HIS plan 
during the permitted window, by paying the applicable additional premium plus taxes. 

*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 3.25% 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:
If 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 employment, from 
Employees' State Insurance Corporation. 

If you are out of the purview of ESI Act, you will be eligible for compensation benefit in the event of disablement 
arising out of and in the course of employment as per applicable Company policy. In the event of death arising out 
of and in the course of employment, your beneficiary will be eligible for compensation as per the Company's 
policy. For more details on this, refer TCS India policy - Afterlife Benefits and TCS India policy - Health Insurance 
after joining the organization. 

* Inclusion or exclusion of an employee under 'Employee State Insurance Corporation' is as defined as per the 
ESIC Act 

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. 

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. 
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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 
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 . 
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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 submit a Medical Certificate of Fitness (in the format prescribed by TCSL ), issued by a 
registered medical practitioner having a minimum qualification of MBBS, to the Induction coordinator. 

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. 

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. 

4Private and Confidential
TCSL/DT20234576731



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. 

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 & Academic Interface

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

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=ZLFZ3UxULTL803qTT06T48446U66p9pFFqFFi98iZ8FZpTpF90pZT36TZiFZ4T444T44LLL8LLL


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/DT20234576731/Nagpur/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/DT20234559682/Nagpur/BPS/BTN
Date: 30/07/2024

Ms. Gayatri Sanjay Pophale
7 A Malu Nagar Near Gopal Nagar Behind Of Ganesh Temple, Amravati
Badnera Road
Sai Nagar
Amravati-444607
Maharashtra
Tel# 91-9561611632

Dear Ms. Gayatri Sanjay Pophale,

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. 10,660/- 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 offer online through the option 'Accept Offer letter'. If not accepted within 7 
Days, it will be construed that you are not interested in this employment and this offer will be automatically withdrawn. 

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. 

Your appointment is subject to completion of your course within stipulated time and scoring minimum aggregate marks 
as per TCS Selection Guidelines, as most specifically stated in the Offer of Employment. 
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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). 

Entitlement - Under this scheme, you and your enrolled dependents will be entitled for Rs. 5, 00,000/- as a family 
cover under the default HIS plan towards hospitalization expenses. 

Premium rates and contribution will be applicable as per the TCS Health Insurance Policy and the amendment 
made therein from time to time. You have the flexibility to choose a plan which is higher than the default HIS plan 
during the permitted window, by paying the applicable additional premium plus taxes. 

*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 3.25% 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:
If 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 employment, from 
Employees' State Insurance Corporation. 

If you are out of the purview of ESI Act, you will be eligible for compensation benefit in the event of disablement 
arising out of and in the course of employment as per applicable Company policy. In the event of death arising out 
of and in the course of employment, your beneficiary will be eligible for compensation as per the Company's 
policy. For more details on this, refer TCS India policy - Afterlife Benefits and TCS India policy - Health Insurance 
after joining the organization. 

* Inclusion or exclusion of an employee under 'Employee State Insurance Corporation' is as defined as per the 
ESIC Act 

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. 

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. 
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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 
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 . 
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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 submit a Medical Certificate of Fitness (in the format prescribed by TCSL ), issued by a 
registered medical practitioner having a minimum qualification of MBBS, to the Induction coordinator. 

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. 

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. 
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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. 

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 & Academic Interface

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

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=F9FFq9q6pipF0bqTTU6Tb8Li63660ZqT4U44iZ8iqqq6xFx438xUp4pF4644LiL8TU6TUb4UbiL


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/DT20234559682/Nagpur/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/DT20234576709/Nagpur/BPS/BTN
Date: 24/07/2024

Ms. Kirti Balkrushna Jaulkar
At. Sawanga Bk. Near Rly Station, Chandur Rly

Chandur Rly
Amravati-444904
Maharashtra
Tel# 91-8999625144

Dear Ms. Kirti Balkrushna Jaulkar,

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. 10,660/- 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 offer online through the option 'Accept Offer letter'. If not accepted within 7 
Days, it will be construed that you are not interested in this employment and this offer will be automatically withdrawn. 

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. 

Your appointment is subject to completion of your course within stipulated time and scoring minimum aggregate marks 
as per TCS Selection Guidelines, as most specifically stated in the Offer of Employment. 
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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). 

Entitlement - Under this scheme, you and your enrolled dependents will be entitled for Rs. 5, 00,000/- as a family 
cover under the default HIS plan towards hospitalization expenses. 

Premium rates and contribution will be applicable as per the TCS Health Insurance Policy and the amendment 
made therein from time to time. You have the flexibility to choose a plan which is higher than the default HIS plan 
during the permitted window, by paying the applicable additional premium plus taxes. 

*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 3.25% 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:
If 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 employment, from 
Employees' State Insurance Corporation. 

If you are out of the purview of ESI Act, you will be eligible for compensation benefit in the event of disablement 
arising out of and in the course of employment as per applicable Company policy. In the event of death arising out 
of and in the course of employment, your beneficiary will be eligible for compensation as per the Company's 
policy. For more details on this, refer TCS India policy - Afterlife Benefits and TCS India policy - Health Insurance 
after joining the organization. 

* Inclusion or exclusion of an employee under 'Employee State Insurance Corporation' is as defined as per the 
ESIC Act 

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. 

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. 
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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 
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 . 
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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 submit a Medical Certificate of Fitness (in the format prescribed by TCSL ), issued by a 
registered medical practitioner having a minimum qualification of MBBS, to the Induction coordinator. 

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. 

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. 
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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. 

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 & Academic Interface

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

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=U04UF9FFLUL8Z3FZ39xU4944LpL8ix8i6666L6L898pZ98pZqZq6LLL8LpL8Ti6TpqpF4p44Z3F


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/DT20234576709/Nagpur/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/DT20234564407/Nagpur/BPS/BTN
Date: 24/07/2024

Ms. Samiksha Mohan Shendarkar
Vatthi Pura
Vatthi Pura
Vatthi Pura
Amaravati-444601
Maharastra
Tel# -8888044511

Dear Ms. Samiksha Mohan Shendarkar,

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. 10,660/- 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 offer online through the option 'Accept Offer letter'. If not accepted within 7 
Days, it will be construed that you are not interested in this employment and this offer will be automatically withdrawn. 

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. 

Your appointment is subject to completion of your course within stipulated time and scoring minimum aggregate marks 
as per TCS Selection Guidelines, as most specifically stated in the Offer of Employment. 

1Private and Confidential
TCSL/DT20234564407



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). 

Entitlement - Under this scheme, you and your enrolled dependents will be entitled for Rs. 5, 00,000/- as a family 
cover under the default HIS plan towards hospitalization expenses. 

Premium rates and contribution will be applicable as per the TCS Health Insurance Policy and the amendment 
made therein from time to time. You have the flexibility to choose a plan which is higher than the default HIS plan 
during the permitted window, by paying the applicable additional premium plus taxes. 

*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 3.25% 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:
If 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 employment, from 
Employees' State Insurance Corporation. 

If you are out of the purview of ESI Act, you will be eligible for compensation benefit in the event of disablement 
arising out of and in the course of employment as per applicable Company policy. In the event of death arising out 
of and in the course of employment, your beneficiary will be eligible for compensation as per the Company's 
policy. For more details on this, refer TCS India policy - Afterlife Benefits and TCS India policy - Health Insurance 
after joining the organization. 

* Inclusion or exclusion of an employee under 'Employee State Insurance Corporation' is as defined as per the 
ESIC Act 

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. 

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. 
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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 
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 . 
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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 submit a Medical Certificate of Fitness (in the format prescribed by TCSL ), issued by a 
registered medical practitioner having a minimum qualification of MBBS, to the Induction coordinator. 

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. 

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. 
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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. 

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 & Academic Interface

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

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=64669FpZpUpFZ6FZii8iL3L86466i08iqbq6T86TZbFZ9xpZxbx49xpZ3pxUix8i6T66FpFF4T4


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/DT20234564407/Nagpur/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/DT20245261358/Nagpur/BPS/BTN
Date: 11/07/2024

Ms. Shreya Sunil Kapsekar
Bhim Nagar Walgaon Near Nalnda Buddha Vihar At Post Walgaon
Walgaon
Walgaon
Amravati-444801
Maharashtra
Tel# -

Dear Ms. Shreya Sunil Kapsekar,

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. 10,660/- 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 offer online through the option 'Accept Offer letter'. If not accepted within 7 
Days, it will be construed that you are not interested in this employment and this offer will be automatically withdrawn. 

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. 

Your appointment is subject to completion of your course within stipulated time and scoring minimum aggregate marks 
as per TCS Selection Guidelines, as most specifically stated in the Offer of Employment. 
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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). 

Entitlement - Under this scheme, you and your enrolled dependents will be entitled for Rs. 5, 00,000/- as a family 
cover under the default HIS plan towards hospitalization expenses. 

Premium rates and contribution will be applicable as per the TCS Health Insurance Policy and the amendment 
made therein from time to time. You have the flexibility to choose a plan which is higher than the default HIS plan 
during the permitted window, by paying the applicable additional premium plus taxes. 

*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 3.25% 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:
If 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 employment, from 
Employees' State Insurance Corporation. 

If you are out of the purview of ESI Act, you will be eligible for compensation benefit in the event of disablement 
arising out of and in the course of employment as per applicable Company policy. In the event of death arising out 
of and in the course of employment, your beneficiary will be eligible for compensation as per the Company's 
policy. For more details on this, refer TCS India policy - Afterlife Benefits and TCS India policy - Health Insurance 
after joining the organization. 

* Inclusion or exclusion of an employee under 'Employee State Insurance Corporation' is as defined as per the 
ESIC Act 

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. 

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. 
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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 
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 . 
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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 submit a Medical Certificate of Fitness (in the format prescribed by TCSL ), issued by a 
registered medical practitioner having a minimum qualification of MBBS, to the Induction coordinator. 

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. 

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. 
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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. 

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 & Academic Interface

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

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=4F44bpLib9LiUx4ULqL8q8q6pipFx9x43ixU3bxU9TpZ6966pbpF8x8894pZpxpFxZx4bFLiZbF


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/DT20245261358/Nagpur/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, 

8Private and Confidential
TCSL/DT20245261358



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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23-AUG-2024

Letter Of Appointment

To,
Mr. Suchak Sawaibahadure
At.Post. Surali, Tq.Chandur Bazar, Dist. Amravati
Near Bbus Stand
7620218482
 
Dear Mr. Suchak,
 
This has reference to our Offer of Traineeship in TATA Consultancy Services Limited vide 
TCSL/2226997/NAGP/Business Process Outsourcing Services/BTN dated 05-Aug-2024 and your completing 
joining formalities as per TCSLs policy.
 
On the terms and conditions detailed in our Offer of Traineeship accepted by you, we are happy to appoint you 
as BPO Trainee in grade BPOS with effect from 23-AUG-2024.
 
Your Trainee ID is 2809000.
 
I take this opportunity to extend you a warm welcome to the TCSL Family !
 
 
Yours sincerely, 
For TATA Consultancy Services Limited

GIRISH V NANDIMATH 
Global Head – Talent Acquisition
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