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

	Date:
	[Date]

	Project:
	[Project Name]



To,
[Candidate Name]
[Candidate Address]
Subject: Offer of Employment as [Designation] – [Project Name]
Dear [Candidate Name],

We are pleased to offer you the position of [Designation] with [Company Name]. You will initially be posted at our [Project Name] site at [Work Location], reporting to the Project Manager, [Reporting Manager]. Please report at the site office on [Date of Joining].
1. Compensation
	Component
	Monthly (₹)

	Basic Salary
	[Basic Salary]

	HRA
	[HRA]

	Site Allowance
	[Amount]

	Outstation / Remote Area Allowance
	[Amount]

	Employer PF
	[Amount]

	Monthly CTC
	[Amount]



Annual CTC: ₹[CTC]. Site and outstation allowances are payable only while you are posted at a project site and will be revised if you are transferred to an office posting.
2. Site Facilities
Accommodation will be provided at the site camp / rented accommodation, with [Mess / Food Allowance]. For remote sites, you will be eligible for [Number] hometown visits a year with travel reimbursed as per policy.
3. Safety and Site Responsibilities
1. You shall complete the site safety induction before starting work and wear helmet, safety shoes, reflective jacket and other PPE at all times on site.
1. You shall follow permit-to-work procedures for work at height, excavation, hot work and electrical work, and stop any unsafe activity under your supervision.
1. You are responsible for ensuring that workers and subcontractor staff under your supervision follow safety rules and toolbox talks.
1. Accidents and near-misses must be reported immediately to the site safety officer.
1. You shall maintain accurate measurement records, daily progress reports and material registers, and certify only work actually executed.
4. Working Hours and Transfer
Site working hours are [Timing], six days a week, and you may be required to work on Sundays or extended hours during critical activities, with compensatory off as per policy. You may be transferred to any project or office of the company in India.

This offer is subject to verification of your qualifications, experience and a medical fitness check. Probation will be [Probation Period] months and notice period [Notice Period]. Please bring your certificates, PAN, Aadhaar (last 4 digits / masked copy), UAN and bank details, and return the signed copy by [Date].

Yours faithfully,

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