[Company Logo]   [Company Name]
APPOINTMENT LETTER
	Ref. No.:
	[Reference Number]

	Date:
	[Date]

	Employee ID:
	[Employee ID]



To,
[Employee Name]
[Employee Address]
Subject: Letter of Appointment – [Designation], Grade [Grade]
Dear [Employee Name],

We are pleased to appoint you as [Designation] at grade [Grade] in [Company Name] with effect from [Date of Joining]. Your base location is [Work Location] and you will report to [Reporting Manager] or such other person as the company may designate. Your appointment is on the following terms.
1. Compensation: Your annual CTC is ₹[CTC], with the breakup in Annexure 1. Variable pay, if any, is governed by the applicable plan.
1. Probation and confirmation: You will be on probation for [Probation Period] months, which may be extended once. Confirmation will be communicated in writing.
1. Background verification: Your employment is subject to satisfactory background verification. Discovery of false information at any time may result in termination.
1. Intellectual property: All software, source code, designs, documentation, inventions and other work product created by you during employment, whether or not during working hours, that relate to the company's business or use its resources, shall be the exclusive property of the company. You hereby assign all rights in such work to the company and agree to sign documents to perfect this assignment.
1. Confidentiality: You shall keep confidential all information about the company, its clients and their customers, including source code, architecture, credentials, data and commercial terms, during and after your employment.
1. Acceptable use: Company laptops, email, VPN, cloud accounts and code repositories are for business use. You shall not install unlicensed software, disable security controls, use personal storage or public AI tools with client data, or share credentials. The company may monitor its systems as per policy.
1. Deployment: You may be assigned to any project, client site, city or shift based on business needs, including night shifts for global clients, with allowances and transport as per policy. While at a client site, you shall also follow the client's security and conduct rules.
1. Outside work: You shall not take up any other employment, freelance or business activity without prior written consent of the company.
1. Notice and handover: After confirmation, either party may terminate with [Notice Period] notice or pay in lieu, subject to the company's discretion on buyout. During notice you shall complete knowledge transfer, hand over all code, documents, access credentials and assets, and obtain clearance before relieving.
1. Non-solicitation: For [Number] months after leaving, you shall not solicit company employees or approach clients you worked with, for competing services.
1. Policies: You shall follow the company's code of conduct, information security, leave, POSH and other policies as amended from time to time.
Please sign this letter and Annexure 1 to confirm acceptance.

Welcome aboard,

Yours sincerely,

	______________________________
For [Company Name]
[Authorised Signatory]
Human Resources
	______________________________
Accepted by
[Employee Name]
Date: [Date]


Page    ·   Free HR template by BetterJobs.in — hire top talent: betterjobs.in
