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

	Date:
	[Date]



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

Congratulations on your selection. We are pleased to appoint you as a Management Trainee in the [Programme Name] of [Company Name], starting [Date of Joining].
Rotation plan
	Rotation
	Function
	Location
	Duration

	1
	[Function 1]
	[Work Location]
	[Duration]

	2
	[Function 2]
	[Work Location]
	[Duration]

	3
	[Function 3]
	[Work Location]
	[Duration]

	4
	[Home Function Project]
	[Work Location]
	[Duration]



Terms of appointment
1. Programme duration: [Programme Duration] months.
1. Compensation during training: Annual CTC of ₹[CTC] as per the annexure.
1. Assessment: You will be assessed at the end of each rotation and by a panel at programme end on [Assessment Criteria].
1. Absorption: On successful completion, you will be absorbed as [Absorption Designation], Grade [Grade], with revised CTC as per policy.
1. Extension or release: If assessments are not cleared, the programme may be extended by up to [Extension Period] months, or your employment may end with [Probation Notice] notice.
1. Mobility: You may be posted to any location in India during and after the programme.
1. Training commitment: [Training Commitment Clause, if applicable].
1. Mentor: [Mentor Name], [Mentor Designation], will mentor you throughout the programme.
1. Policies: You will follow the code of conduct, confidentiality and POSH policies.
Please sign and return the duplicate. We look forward to welcoming you to the programme.

Yours sincerely,

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