[Company Logo]   [Company Name]
APPOINTMENT LETTER – WORK FROM HOME
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Candidate Name]
[Candidate Address]
[City] – [PIN Code]
Subject: Appointment as [Designation] with Work-from-Home Arrangement
Dear [Candidate Name],

We are pleased to appoint you as [Designation], [Department], with effect from [Date of Joining]. Your official place of work will be our office at [Work Location]. You are permitted to work from home on the conditions below.
1. Nature of arrangement: Work from home is permitted under the company WFH policy and is not a permanent right. It may be reviewed, modified or withdrawn as business needs change.
1. Recall to office: You may be asked to attend office for meetings, training or on a regular basis with [Recall Notice] notice.
1. Attendance: You will mark attendance on [Attendance Tool] at the start and end of your working day and be available during [Working Hours].
1. Equipment and internet: The company will provide [Equipment]. You will maintain a reliable internet connection, for which an allowance of ₹[Amount] per month is payable.
1. Data privacy: Company documents must not be printed, stored on personal devices or shared with family members or others.
1. Health and safety: Arrange a safe and ergonomic workspace and report any work-related injury to HR.
1. Compensation: Annual CTC of ₹[CTC] as per the annexure.
1. Probation and notice: [Probation Period] months probation; [Notice Period] notice after confirmation.
All other company policies, including the code of conduct and POSH policy, apply while working from home.

Please sign the duplicate copy as acceptance.

Yours sincerely,

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