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

	Date:
	[Date]



To,
[Candidate Name]
[Candidate Address]
[City] – [PIN Code]
Subject: Appointment as [Designation] on Hybrid Work Model
Dear [Candidate Name],

We are pleased to appoint you as [Designation] in [Department] at [Company Name], effective [Date of Joining]. You will work on our hybrid model, attached to the [Work Location] office.
1. Office attendance: You will work from the office at least [Minimum Office Days] days per week, including team anchor days on [Anchor Days].
1. Seat booking: Office seats are booked through [Booking System] at least one day in advance.
1. Remote days: On remaining working days you may work from home, staying available during [Core Hours] and following the information security policy.
1. Changes to pattern: The hybrid pattern is governed by the company hybrid work policy and may be changed with [Change Notice] notice, depending on business needs.
1. Commute: Travel between home and office is at your own cost unless a transport allowance is specified in the annexure.
1. Equipment: You will be issued [Equipment] for use in both locations.
1. Compensation: Annual CTC of ₹[CTC] as per the annexure.
1. Probation and notice: [Probation Period] months probation; [Notice Period] notice thereafter.
1. Conduct: Company policies, including the POSH policy, apply equally in office and on remote days.
Please sign the duplicate of this letter to confirm your acceptance.

Yours sincerely,

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