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

	Date:
	[Date]



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

We are pleased to appoint you as HR Trainee in the Human Resources department of [Company Name], [Work Location], with effect from [Date of Joining].
Training rotation
	Area
	Key Learning
	Duration

	Talent acquisition
	Sourcing, screening, interview coordination, offer process
	[Duration]

	Onboarding and HR operations
	Joining formalities, HRMS records, employee files
	[Duration]

	Payroll and compliance
	Attendance inputs, PF, ESI, professional tax processes
	[Duration]

	Employee relations
	Engagement, grievance handling, POSH awareness
	[Duration]



Terms
1. Training period: [Training Period] months under the guidance of [HR Name], [Mentor Designation].
1. Remuneration: Annual CTC of ₹[CTC] as per the annexure.
1. Confidentiality of employee data: You will have access to personal, salary and medical information of employees and candidates. You will use it only for authorised HR purposes, never discuss it with colleagues, and not copy it to personal devices. Breach of this obligation will be treated as serious misconduct after due inquiry.
1. Statutory work: Any statutory filing or communication you prepare must be reviewed by a senior HR team member before submission.
1. Confirmation: On satisfactory completion, you will be confirmed as [Confirmed Designation].
1. Notice: [Probation Notice] during training; [Notice Period] after confirmation.
Please sign the duplicate copy and the enclosed confidentiality undertaking.

Yours sincerely,

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