[Company Logo]   [Company Name]
APPOINTMENT LETTER – FULL-TIME EMPLOYMENT
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Candidate Name]
[Candidate Address]
[City] – [PIN Code]
Subject: Appointment as Full-Time [Designation]
Dear [Candidate Name],

We are delighted to appoint you as a full-time [Designation] in the [Department] team of [Company Name] at [Work Location], with effect from [Date of Joining].
1. Working hours: [Working Hours] per day, [Working Days] days a week, with weekly off on [Weekly Off]. Attendance must be recorded through [Attendance System].
1. Compensation: Your annual CTC is ₹[CTC], including target variable pay of ₹[Amount] linked to performance, as detailed below.
1. Benefits: Group medical insurance of ₹[Amount] covering [Covered Family Members], group term life cover, and leave as per policy.
1. Statutory benefits: PF, ESI (where eligible) and gratuity as per law.
1. Exclusive service: As a full-time employee, you will not take up other employment, business or paid assignments without prior written approval.
1. Probation: [Probation Period] months, with [Probation Notice] notice during probation.
1. Notice period after confirmation: [Notice Period] or salary in lieu.
1. Policies: You will follow the code of conduct, IT and data security policy and POSH policy.
	Component
	Monthly (₹)
	Annual (₹)

	Basic Salary
	[Basic Salary]
	[Amount]

	HRA
	[HRA]
	[Amount]

	Special Allowance
	[Amount]
	[Amount]

	Employer PF
	[Amount]
	[Amount]

	Fixed CTC
	[Amount]
	[Amount]

	Target Variable Pay
	–
	[Amount]

	Total CTC
	–
	[CTC]



Please sign and return the duplicate copy. We look forward to having you on the team.

Yours sincerely,

	______________________________
For [Company Name]
[Authorised Signatory]
[Designation]
	______________________________
Accepted
[Candidate Name]
Signature: ____________
Date: [Date]
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