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

	Date:
	[Date]



To,
[Candidate Name]
[Candidate Address]
Subject: Offer of Employment – Quality Engineer
Dear [Candidate Name],

With reference to your application and the subsequent discussions, we are pleased to offer you the position of Quality Engineer in the Quality Assurance / Control department of [Company Name] at [Work Location], reporting to [Reporting Manager]. We request you to join on or before [Date of Joining]. You will be authorised to hold non-conforming material as per the quality manual.
1. Key Responsibilities
1. Carry out incoming, in-process and final inspection
1. Maintain quality records, control plans and PPAP / FAI documents
1. Investigate customer complaints and lead root-cause analysis
1. Support ISO 9001 / IATF 16949 audits
1. Calibrate and maintain measuring instruments
2. Compensation (CTC Breakup)
Your annual Cost to Company will be ₹[CTC], structured as below. Statutory deductions such as employee PF (12% of basic, subject to applicable wage ceiling rules), ESI if eligible, professional tax and income tax will be made as per law.
	Component
	Monthly (₹)
	Annual (₹)

	Basic Salary
	[Basic Salary]
	[Amount]

	House Rent Allowance (HRA)
	[HRA]
	[Amount]

	Special Allowance
	[Amount]
	[Amount]

	Shift Allowance (as applicable)
	[Amount]
	[Amount]

	Employer PF Contribution
	[Amount]
	[Amount]

	Gratuity (as per law)
	—
	[Amount]

	Total Cost to Company (CTC)
	[Amount]
	[CTC]



3. Probation and Notice Period
You will be on probation for 6 months from your date of joining. On satisfactory review, you will be confirmed in writing; the company may extend probation if needed. During probation, either party may end employment with [Notice Period] notice; after confirmation, the notice period will be 60 days or salary in lieu, as per company policy.
4. Safety, Site Rules and Shift Work
As a Quality Engineer, you may be required to work in shifts, including rotational and weekend shifts, as per plant or site requirements. You shall wear the prescribed PPE at all times on the shop floor or site, follow the company's safety rules, permit-to-work systems and standing orders, report incidents and near-misses immediately, and ensure that the team working under you does the same. Technical drawings, process parameters and vendor information are confidential.
5. General Terms
1. Working hours, leave and holidays will be as per company policy and the applicable Shops & Establishments / factory rules.
1. The company follows a zero-tolerance policy on sexual harassment in line with the POSH Act 2013.
1. This offer is subject to satisfactory verification of your documents, references and declarations.
1. You may be transferred to any department, location or group company as per business needs.
6. Documents to Submit on Joining
  Diploma / degree certificates
  Medical fitness certificate
  PAN card copy
  Aadhaar (last 4 digits / masked copy)
  Bank account details / cancelled cheque
  UAN (if previously employed)
  Quality certification copies (e.g. Six Sigma), if any
Please sign and return a copy of this letter by [Date] as your acceptance. If not accepted by then, this offer will lapse. We look forward to welcoming you to [Company Name].

Yours sincerely,

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