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

	Date:
	[Date]



To,
[Candidate Name]
[Candidate Address]
[City] – [PIN Code]
Subject: Appointment as Graduate Trainee – Batch [Batch Number]
Dear [Candidate Name],

We are pleased to appoint you as a Graduate Trainee in [Department] of [Company Name]. You will join Batch [Batch Number] on [Date of Joining] at [Training Venue].
1. Training period: [Training Period] months, comprising [Classroom Weeks] weeks of classroom training followed by supervised on-the-job training at [Work Location].
1. Pay during training: Monthly gross of ₹[Amount] (annual CTC ₹[CTC]), subject to PF, ESI and other statutory deductions.
1. Attendance: Full attendance in classroom sessions is required. Absence must be approved by the training coordinator, [Coordinator Name].
1. Certification: You must clear the [Certification Name] assessment at the end of classroom training. One re-test will be allowed if needed.
1. Confirmation: On completing the training satisfactorily, you will be appointed as [Confirmed Designation] with CTC of ₹[Amount] per annum.
1. Release: If you do not complete training or clear the assessment after the re-test, your employment may end with [Probation Notice] notice.
1. Policies: You will follow company rules, customer confidentiality and the POSH policy.
Please bring your graduation marksheets and degree certificate, PAN, Aadhaar (masked copy), bank details and photographs on the first day.

We wish you a great start to your career.

Yours sincerely,

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