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

	Date:
	[Date]

	Store Code:
	[Store Code]



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

We are pleased to offer you the position of [Designation] at our [Store Name] store, [Work Location], reporting to the Store Manager, [Reporting Manager]. Please report at the store at [Time] on [Date of Joining].
1. Pay and Incentives
1. Monthly gross salary: ₹[Amount] (Basic ₹[Basic Salary], HRA ₹[HRA], other allowances ₹[Amount]).
1. Annual CTC: ₹[CTC], including employer PF and ESI as applicable.
1. Sales incentive: as per the store incentive scheme, linked to achievement of store and individual targets.
1. Staff discount: [Percentage]% on store purchases as per the staff purchase policy.
2. Working Hours and Weekly Off
The store is open from [Opening Time] to [Closing Time], seven days a week. You will work [Number] hours per shift, in opening, mid or closing shifts as per the roster. Weekends, public holidays and festive sale periods are peak trading days, so your weekly off will be on a weekday as per the roster. Leave during [Festive Period] will be granted only in exceptional cases.
3. Store Rules
1. Uniform and grooming: You will be issued [Number] sets of uniform and a name badge, to be worn neatly during duty and returned at separation.
1. Cash handling: Cashiers shall follow the cash SOP, count cash at shift handover and report any variance immediately. Shortages will be reviewed through the company's inquiry process.
1. Inventory: You shall follow receiving, display and stock-count procedures and report damage or theft at once.
1. Staff purchases: Personal purchases must be billed by another staff member and checked by the manager; bags are subject to checks at exit.
1. Customer service: You shall treat every customer courteously and follow the returns and exchange policy.
4. Conditions
This offer is subject to verification of your documents and references. You may be transferred to another store within [City / Region] as business requires. Probation will be [Probation Period] months and the notice period [Notice Period].

Please bring your certificates, PAN, Aadhaar (last 4 digits / masked copy), bank details and two photographs, and sign the duplicate of this letter by [Date].

Regards,

	______________________________
For [Company Name]
[HR Name]
Retail HR
	______________________________
Accepted by
[Candidate Name]
Date: [Date]
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