

APPOINTMENT LETTER
(To be printed on letter head)


To
Mr. _________________
S/o __________________
R/o __________________________________
      __________________________________


Subject: Letter of Appointment 

Dear Sir/Mam
We are pleased to inform you that your appointment as __________________________has been done as on date mentioned below in ________________________________________ with Registered office in ___________________________________________________. 

This offer is on the following terms and conditions: -

1. Your designation in the Company is as ____________________.

2. Your position in the Company is on Employment basis where you will get salary for your service. Your Gross salary will be ___________ per month, Your service in the Company will be governed by the rules & regulations in force from time to time.
 
3. You working hours in the Company will be 9:30 to 6:30 pm.

4. Your appointment will be initially in _______________ 

5. You will get project assignments on monthly and weekly basis from Management and You have to complete these assignments in the timely manner as per the guidelines provided by Management.

6. In case you want to add some project on behalf of you in the monthly assignment list then you have to take written approval from Company’s management. Without such approval, you will not be able to perform that project on behalf of company. 

7. You will not use the name of company in any manner (for example Advertisement/ Media) unless you get written approval from management to do so.

8. You shall furnish to the management your current residential address, phone number and E Mail address. Any subsequent change in the address should be intimated immediately in writing to the management.

9. During the period, your work, you will not accept any monetary benefits like cash or any favourable goods/services/benefits from any person/Company in revert to the social services rendered by you on behalf of Company.

10. While working for Company you will follow the local laws as applicable in your project location.

11. You will not accept any money in any form on behalf of Company from any source. 

12. At any time during the service, the Company may terminate this appointment without giving any reason in case you breach any terms / condition of this agreement or you get involved in any illegal or criminal activity or you do such an act which Company thinks as not right.

13. Company does not take any responsibility of you at any point of time.

14. During the period of your service with the Company you will devote your full attention to the responsibilities entrusted to you and you will perform your duties to the best of your ability and in best interest the Company, in line with directions and guidance from the Management of Company.

15. This letter is issued on the understanding that all the information furnished by you in your application is correct and true. If, at any time, it is found that the information given by you is not correct and true and or you have suppressed any information, the Company will have the right to terminate the contract without any notice. 

16. This Appointment letter is issued to you in duplicate. Please affix your signature
and return the copy in token of having understood and accepted these terms and conditions. 

I have read and understood all the terms and conditions of my services as a __________________________ for ______________________________ as mentioned herein and fully agree to subject myself to the said terms and conditions.


__________________ 
Sign of Employee


For Official Use Only
Date: 
Employee Id.: 

For ____________________
[bookmark: _GoBack]Authorized Signatory
