[Company Logo]   [Company Name]
OFFER LETTER
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Candidate Name]
[Candidate Address]
Subject: Offer of Employment – [Designation], [Product / Vertical]
Dear [Candidate Name],

We are pleased to offer you the position of [Designation] in the [Product / Vertical] business of [Company Name], posted at our [Branch Name] branch, [Work Location]. You will report to [Reporting Manager]. Your date of joining will be [Date of Joining].
1. Compensation
	Component
	Annual (₹)

	Fixed Pay (Basic, HRA, allowances)
	[Amount]

	Employer PF and Gratuity
	[Amount]

	Total Fixed CTC
	[CTC]

	Target Incentive / Variable Pay
	[Amount]



Incentives will be paid as per the applicable scheme and are linked to quality of business, including disbursement, collection efficiency and compliance, not volume alone.
2. Regulatory and Conduct Obligations
1. KYC and AML: You shall complete customer due diligence as per the company's KYC policy, never accept incomplete or doubtful documents, and report suspicious transactions through the designated internal channel without informing the customer.
1. Confidentiality: Customer account details, loan files, credit bureau data and internal financial information shall be kept secret and used only for authorised work, during and after employment.
1. Fair practices: You shall disclose product terms honestly, not collect any unauthorised payment or fee, and not mis-sell any product.
1. Collection conduct: Where your role involves recovery, you shall follow the fair practices code, identify yourself, contact customers only at reasonable hours and never use threats or abusive language.
1. Cash and approvals: You shall follow dual-control, cash-handling and delegation-of-power rules applicable to your role.
3. Conditions
This offer is subject to satisfactory background verification, including education, employment, address, court records and, with your consent, a credit bureau check. You may be transferred to any branch or office of the company. Probation will be [Probation Period] months and notice period [Notice Period].

Please bring your certificates, relieving documents, PAN, Aadhaar (last 4 digits / masked copy), UAN and cancelled cheque on joining, and return the signed copy of this letter by [Date].

Yours sincerely,

	______________________________
For [Company Name]
[Authorised Signatory]
Human Resources
	______________________________
Accepted by
[Candidate Name]
Date: [Date]
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