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Ref No. HR/SEP/23/K1/60245047/1001520696

Ranjithkumar Dhendapani

11/17,DHALI,DHALI

Tamil Nadu,India

642112

Date: 26.09.2023

Offer-cum-Appointment Letter

Dear  Ranjithkumar,

This is with reference to your application and subsequent Test and Interviews you had with us.

We are pleased to offer you an appointment as CSA - Store Admin in the employment of the company subject to your

joining on or before 10.10.2023. The offer shall automatically lapse if you do not join.

Reliance Projects & Property Management Services Ltd is engaged in the business of providing outsourced human

resource services to their clients. Accordingly, you are assigned to our client to work as CSA - Store Admin in Grade K1

and shall perform duties that are assigned to you in connection with the Clients'  business at their premises as may be

advised from time to time.

You will receive an Annual Gross Compensation (including Basic and allowances) of Rs. 137400/- per annum as below:

Rs. per month

Basic 6500

HRA 4950

Conveyance Allowance

Monthly Gross 11450

Annual Gross 137400

You will be covered by applicable statutory benefits such as PF, ESI and Bonus etc. The compensation is subject to

prevailing tax and other laws, policies, rules and guidelines. You are expected to keep your compensation strictly

confidential.

Your appointment and subsequent continuation of employment with the Company is strictly based on your consistent

delivery on the agreed performance parameters and compliance with the values and guidelines of the organization. The

tenure of your employment shall be subject to the requirement of the services provided by us to our client and shall also be

subject to the requirement of deputation or completion of the project with the client.

The terms and conditions in this letter and the annexures thereto will form terms of appointment upon your joining.

Please sign and return a copy of this letter as a token of your acceptance of the terms and conditions of employment and

return the same to HR at the earliest.

Please note the documents to be submitted on your date of joining as part of joining compliance.

We wish you a long successful association with us.

Yours faithfully,

For Reliance Projects & Property Management Services Ltd

Authorised Signatory

Signature of the Employee:

Encl: Terms and Conditions of Employment - Annexure - I
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Annexure - I

TERMS & CONDITIONS OF EMPLOYMENT

1. Your employment is subject to being declared and remaining medically fit by a Medical Officer or by a Doctor specified by the

Establishment. The Establishment has the right to get you medically examined by any certified Medical practitioner during the period of

your service. In case you are found medically unfit to continue with the job, you will lose your lien on the job and your employment will

come to end on the day you are found medically unfit by the Medical Officer.

2. Your appointment is based on the basis of the particulars such as qualifications etc. given by you in the application for employment. In

case any information given by you is found false or incorrect, your appointment will be liable for termination without any notice or salary

in lieu of notice.

3. The address as indicated in your application for appointment shall deem to be correct for sending any communication to you. Every

communication addressed to you at the given address shall be deemed to have been served upon you. You will immediately notify change

of address, if any.

4. All the above emoluments should be reduced to the extent of absence without leave or leave without pay. Only Basic Salary shall be

reckoned for computing the contribution to the Provident Fund.

5. You are required to submit the following documents, if the same have not been submitted earlier

i. Certificates in support of Educational / Professional Qualifications, Experience, Date of Birth and other testimonials in

original together with copies thereof;

ii. Copies of your passport photographs with white background;

iii. Copy of Aadhaar / Passport / Ration Card / Voter' s ID / driving license or any other document as proof of your residence and

photo identity

iv. Copy  of  your PAN and Aadhaar

6. You have hereby given no objection in the Company(Or its group Companies and associates) sharing your personal information and

documents, including but not limited to Aadhar number, other Government issues ID number such as Voter ID, PAN card, DL, name,

gender, date of birth, addresses, mobile number, email, education record and employment record with any Reference / Antecedent

Verification Organization that Reliance Retail has appointed time being or anytime later for the purpose of background checks and

verifications, in order to avail services such as employment / training / management / payment / credit / insurance / house on rent / vehicle

on rent, etc.

7. You have hereby authorized the Company or any agency/ agencies appointed by them from time to time to store your personal

information on their platform, which will be accessible to the Company or its service provider for which this consent is being obtained.

The Company or its service provider and their authorized users / partners / affiliates / contractors can access and update your digital

record on such platform, including data, documents, certificates, verification reports, reference s, testimonials, etc. and can use related

services provided via such agency. You have understood that agency will ensure security and confidentiality of the same.

8. You also agree that your digital record including references, testimonials and verification reports on such agency platform will only be

available to any other users of the platform if/when you provide your explicit consent for the same. You have also understood that you

have the option of deleting your digital record from such agency database.

9. Your No Objection will be coterminous with the arrangement between the Company and any agency / organization engaged by the

Company for Reference / Antecedent Verification of your current and past employments.

10. In order to ensure the uniformity and maintenance of a good ambience before the Customers of the Establishment, the Establishment may

at its option provide you with some standard dress code. You shall be present at all the times in a neat and tidy manner.

11. You are expected to keep your salary package strictly confidential and not to share any information regarding the salary.



12. During your tenure with the company and based on your job profile, you might be granted access to various IT applications with a unique

user id and password. These credentials will be unique to you and cannot be shared with anyone. You will be solely responsible and

accountable for any information loss/sharing or breach of confidentiality in any way which has occurred due to the misuse of your

credentials.

13. You will be covered by the service rules and regulations including conduct, discipline and administrative orders and any such other rules

or orders of the client or Company as the case may be that may come in force from time to time. You shall observe discipline and rules of

conduct applicable at the client' s establishment of your posting.

14. You shall be entitled to leave and other benefits as per the rules and regulations governing client' s establishment where you will be

working. You will be entitled to a weekly off as may be notified from time to time. The weekly holiday may be staggered and determined

as per the roaster.

15. You will be governed by the working hours prevailing at the establishment of your working. You will be notified your actual duty

timings from time to time. You shall report and be present, accordingly at the client' s designated location. You will be required to work

in any of the shifts during the day or night. Your working hours may be staggered and you may be required to work in spells in the

morning and evening. In case you being a female employee you shall be provided with due security escort up to your residence in case

you work beyond 9 pm.

16. You will be required to work on any day of the year, including festival holidays, in the establishment of your posting.  You will be

allowed a weekly off in accordance with law on any one of the days in the week, as per the schedule notified.

17. Your employment is transferable to any other place / establishment / department / division / unit / branch / subsidiary / affiliate of our

client / associate.  However, such transfer will not entail any increase in your salary and / or adversely affect your emoluments.

18. In normal course you shall retire from the services of the organization on attaining the age of 58 years.

19. If you absent yourself without leave or remain absent beyond the period of leave originally granted or subsequently extended, you shall

be considered as having voluntarily terminated your employment without giving any notice unless you:

i. Return to work within 8 days from the commencement of such absence and

ii. Give an explanation to the satisfaction of the Management regarding such absence.

20. You will be on probation for a period of Six Months from the date of your joining, which may be extended or reduced at the sole

discretion of the Management. During the period of probation, the appointment is terminable by giving 30 Days'  notice in writing by

either side or payment of 30 Days Basic salary in lieu thereof. On completion of initial probation period till such time that you are

intimated in writing regarding your confirmation, you shall continue to be on probation. After confirmation, the employment is liable to

be terminated by giving One Months'  notice in writing by either side or payment of One Month Basic Salary in lieu thereof. You shall

attend duties till you are relieved from the service in writing.   Waiving the Notice Period on resignation is at the sole discretion of the

company.

21. Your services are liable to be terminated without any notice or salary in lieu thereof for misconduct, without being exhaustive and

without prejudice to the general meaning of the term "misconduct" in the case of reasonable suspicion of misconduct, disloyalty and

commission of an act involving moral turpitude, any act of in-discipline or inefficiency. You may be placed under suspension pending

enquiry into the charges of misconduct or otherwise. The salary for the suspension period will be paid to you only when you are found

not guilty of any of the charges for which you were suspended and not otherwise.

22. You will be bound by the code of conduct, rules, regulations and office orders in force and framed by the company from time to time in

relation to your service conditions, which will form part of your service conditions and terms of employment.

23. You may be laid-off on payment of 50% wages on account of shortage of work, materials, electricity and similar other reasons.

24. You shall extend all cooperation to the client' s employees, customers, representatives, etc. and do all such things diligently, faithfully and

to the best of your skill and ability as may be necessary to serve the client and perform all the duties entrusted to you from time to time.



We expect you to work with the high standard of initiative, efficiency and economy.

25. You are shall engage yourself exclusively in the work assigned by the client, where you are posted for the time being and shall not take

up any independent or individual assignments (whether the same as part time or full time, in an advisory capacity or otherwise) directly

or indirectly without the express written consent of your Business Unit Head. You will avoid any such issue which may result in a

conflict between your personal interest and the interest of the client / company in dealing with suppliers, customers and all other

organizations or individuals doing or seeking to do business with the client / company. You shall obey and comply with all the orders and

directions given to you by your superior or any other person duly authorized in that behalf at the place of your posting. You shall obey all

the rules and regulations, either statutory or otherwise, which are in vogue and may be notified from time to time.

26. You shall obey and comply with all the orders and directions given to you by your superior or any other person duly authorized in that

behalf at the place of your posting. You shall obey all the rules and regulations, either statutory or otherwise, which are in vogue and may

be notified from time to time.

27. You shall not at any time either during the contract of your employment or at any time thereafter divulge any information that came to

you during the course of your employment without prior permission in writing.

28. As we are manpower service providers to others, in case of any eventuality of our business being closed or terminated, your job is also

liable to be ended automatically.

29. You will not enter into any commitments or dealings on behalf of the client / Company for which you have no express authority nor alter

or be a party to any alteration of any principle or policy of the client / Company or exceed the authority or discretion vested in you

without the previous sanction of the client / Company or those in authority over you.

30. You may be selected and sponsored by the Company / or Client for familiarization / training assignments with our technical collaborators

or any other institutions / organizations in India and/or abroad.  You will diligently and beneficially take part in the training and such

assignments. The cost of any such training shall be borne by the company and you may be required to sign a Service Bond for a

minimum time for which you will serve the company. The company can recover the liquidated damages on the event of your voluntary

resignation before the time as mutually agreed upon in the bond.

31. The Establishment considers harassment and discrimination of any nature to be an unacceptable form of behavior, which is not tolerated

under any circumstances. All people have the right to work in an environment that is free from harassment and discrimination.

Disciplinary action will be taken against anyone found to be guilty of harassing or discriminating against a fellow employee that may

result in termination of employment.

32. You will be responsible for the safe keeping and return in good condition and order of all the properties of the company that may be in

your use, custody, care or charge. For the loss of any property of the company or client in your possession, the company will have a right

to assess on its own basis and recover the damages of all such materials from you and to take such other action as it deems proper in the

event of your failure to account for such material or property to its satisfaction. You will hand over the charge of letter of Authority or

Power of Attorney issued to you or any property / material of the company in your possession at the time of cessation of your

employment with the Company.

33. All proprietary information / material of the client that is made known to you during the term of work assignment shall be received in

confidence and you shall not disclose or, except in performing the services, use any such information / material. You agree that all

information, correspondence, documents, material or items provided to you by the client or by us are provided to you in trust and on

completion of project / assignment or termination of the service, you shall promptly return all such material to the client or company, as

the case may be.

34. You shall be required to sign and abide by the Policy on Ethics & Code of Conduct with the Company and shall undertake to sign such

declarations that the Policy may demand from time to time.

35. It is hereby expressly agreed and declared that this letter of employment shall be deemed to have been made at Mumbai and that any

dispute or suit or action or proceedings whatsoever arising out of or under this letter of appointment or breach thereof or in respect of any

matter or thing herein contained and any claim by either party against the other shall be instituted or adjudicated upon or decided by a

court of competent jurisdiction at Mumbai.



36. In case of one / more clauses of this letter of employment becomes untenable, the same shall not render the letter of employment null and

void in its entirety.

37. The various clauses of this letter are to be read, understood and interpreted in its entirety and none of the clauses are severable from the

remaining.



__________________________________________________________________________________________________

I have read and / or have been explained the contents of the above contract of employment in _____________ (language)

and I hereby declare that I have fully understood the above terms and conditions and declare the same to be binding on me

in its entirety and also give my consent to the clause no. 8 & 9 specifically.

Name : ____________________________________________

Signature : ____________________________________________

Date : ____________________________________________
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(7 BWFS
bird Sejnces

BWFS INDIA
MULTI SKILLING CENTRE

Name

Admission No

Blood Group

Batch No & Year

AMAL .P. GIGI

MSCCOK0005

O +ve

1/2023
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ST. RAPHAEL'S CATHEDRAL SCHOOL 

E-mail : pgtsreschool@gmail.comn Web www.straphaclspalakkad.com 
Ph. 0491-2525751, 9605075 1 36 

CBSE SENIOR SECONDARY - Affiliation No.930313 
Shoranur Road. Pallipuram P.O. Palakkad- 678 006 

Dear Ms. Vandana K V. 

Yours Sincerely 

We are pleased to appoint you the position of PGT Psychology at St Raphacl's 
Cathedral School, Palakkad. We feel confident that you will contribute your 
skills and experience to the growth of our organisation. 

We look forward to welcoming you on board. 

APPOINTMENT LETTER 

As per the discussion, your starting date will be on 16 June 2023. Your tenure 

of service will be June 2023 -March 2024 as per the norms of the institution. 

FR SANIL JOSE 
PRINCIPAL 

SL Raphael's Cathedral School 
Palakkad 

Date: 01/06/2023 
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Letter for Appointment 

Congratulations RAIHANA JASMINE N. 

We are pleased to provisionally appoint you to the post of Psychologist with ATIDHI 

Karunagapalli .You are hereby informed of the following:  

Salary: Rs 15,000 per month. Initial salary of Rs 12,000 per month for three months 

probation.  

Training date: July 31, 2023 at ATIDHI Changaramkulam, for a period of 1 month. 

Appointment: After assessment during training. 

Contact the Centre Director of ATIDHI Karunagapalli.  

Dr.  Priya +91 8943096211  for further guidance. 

 

We welcome you, and look forward to receiving your acceptance and working with us. 

Wish you all the best. 

 

Public Relations Officer 

ATIDHI group 

Thrissur, Kerala 

Mob: 8281641132,  

Email atidhigroup@gmail.com 
Date: JULY 20, 2023 

 

 

mailto:atidhigroup@gmail.com
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Instructions for Training 

1. Show this training letter to the Centre Director at your training centre. Do call and 

inform them of the training. During the training period, follow the instructions of the 

Centre Director and his / her decision will be final. 

2. Training hours will be 8.30 am to 5pm. 

3. Keep professional ethics, attendance and punctuality during the training.  

4. Any kind of absence should be informed prior and approved by the Centre Director.  

5. All doubts should be cleared from the concerned mentors of section. 

7.  We will be monitoring your daily performances based on Job knowledge, 

Innovations, Judgement, Organization and Planning, Perseverance, Reliability, 

Fairness, Accuracy and Quality, Alertness, Appearance and habits, Attendance, 

Compliance, Cooperation and teamwork and Interaction with client, staff, parents. And 

the appointment will be based on the above. 



Signed by Sujin K | sujink195@gmail.com | 09-11-2023 11:55:19 AM IST | 27.63.225.140

 
APPOINTMENT LETTER 

 
8 November, 2023

Dear Sujin K,
Resume ID - 27174051

 
This is with reference to discussion you had with us recently. We are pleased to offer you 
the position of a Trainee on the following terms:
 
1. Place of Employment and Timing: 

1. Your initial place of work will be at IN-TN-Coimbatore. However, your services are 
transferable, and may be assigned, after reasonable notice, to any location in India or 
abroad where the company or its affiliates conducts business. The duties to be 
performed by you hereunder shall be performed in such locations as are reasonably 
necessary or appropriate to carry out your duties hereunder, subject to reasonable 
travel requirements on behalf of the Company from time to time.

2. You will be expected to attend office - except when traveling on business during 
working hours/shifts as may be decided by the Company.

 2. Compensation and Benefits: 

1. Compensation.  As compensation for services to be rendered pursuant to this   letter, 
the Company shall pay you an annual basic salary of Rs 94000. Other allowances / 
reimbursements as due to you are detailed in Annexure I.

2. You will be provided with a Comprehensive Medical Insurance and will also be 
covered under the Group Personal Accident Insurance, while on Company business.

3. You will be provided with Retirement Benefits namely, Provident Fund and Gratuity, 
in accordance with the laws of the country, and/or, as per company policy.

4. Your compensation shall be reviewed on the basis of merit and will be at the 
sole   discretion of the company.

3. Reimbursement of Expenses:

The Company will reimburse you for reasonable travel, and other business expenses 
incurred in connection with the performance of your duties hereunder, in accordance with 
the policy of the Company with respect thereto.

admin
Highlight
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4. Leaves: 
You shall be entitled to reasonable periods of leave as per company policy (to be taken by 
agreement with the Company) with full pay. Entitlement & accumulation of the leave will be 
as per company policy. 

5. Term: 

Employment period shall commence on 13 November, 2023  and You will join as a 
confirmed employee. 

1. Your employment with the Company shall be terminable, without reasons, by either 
party giving two-months notice .The Company reserves the right to pay or recover 
salary in lieu of notice period. Further, the Company may at its discretion relieve you 
from such date as it may deem fit even prior to the expiry of the notice period. 
However, if the Company desires you to continue the employment during the notice 
period you shall do so. Notice period and termination of employment contract shall 
be governed by the applicable internal policies of the Company as updated from time 
to time. .

2. During the term of employment, your performance and suitability for the roles will be 
continuously monitored and evaluated. Given the nature of your role, which is 
dependent on customer requirement, you would have to clear assessments 
prescribed by Wipro from time to time. In the event you fail to meet the prescribed 
measurement criteria as defined for your Process/Function or there is no suitable 
role available for you based on company requirement, the company reserves the right 
to terminate your employment in accordance with the bench policy. If you remain 
absent from work without authorization or reasonable explanation for more than 
seven consecutive working days, it will be presumed that you are no longer interested 
in working for Wipro and have voluntarily abandoned your services. In such a case, 
your employment with Wipro will stand terminated. In the event of termination of 
employee’s services arising out of integrity, misconduct & disciplinary proceedings, 
no notice will be required from the company’s side.  In such case, you will not be 
entitled to any statutory compensation

6. Retirement: 

You will automatically retire on attaining the age of 58 years. 
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7. Confidentiality: 

1. During the course of its business, the Company is required to keep confidential, the 
information about its Customers and itself and for that purpose to ensure the same 
from each employee assigned to perform services for the Company/its Customers 
and each employee who obtains or is in a position to obtain any information or 
materials.

2. During the normal course of business, it may be imperative to record / monitor all 
calls made by you in order to assess quality, as applicable. This clause by no means 
would impede upon your working ability / capacity and should be taken in light of 
company procedures and policies.

3. You shall therefore regard and preserve as confidential all information related to the 
business and activities of the Company as well as its Customers, their clients, 
suppliers and other entities with whom they do business which may be obtained
by them from any source or may be developed as a result of any of the said 
agreements with the Company’s Customers. You shall hold such information in trust 
and confidence for them and not disclose any such information to any person, firm 
or enterprise, or use any such information for your own benefit or the benefit of any 
other party, unless authorized by the Company.

4. You shall not directly or indirectly, engage or assist others to engage in, any activity 
or conduct that violates the provisions of this Clause.

5. You acknowledge that the information, observations and data concerning the 
Company and/or the Customers provided to you, is and shall continue to be the 
property of the Company and/or its Customer’s, as the case may be and that you shall 
not be entitled to any right or license in relation to the said information, nor shall you 
copy, reproduce, publish, distribute, adapt, modify or amend any part thereof, without 
the prior written consent of the Company/the Customers, as the case may.

6.  You are not a party to or aware of any agreement, obligation or restriction that 
prevents or prohibits you from complying with these obligations and you agree to 
take any other steps reasonably required and/or appropriate to ensure compliance 
with the obligations set forth herein.

7. You understand that if you threaten to or actually breach or fail to observe any of the 
obligations set forth in this Clause, Company will be subject to irreparable harm, 
which will not be adequately satisfied by damages and you therefore agree that the 
Company shall be entitled to injunctive relief and/or any other remedies permitted, to 
ensure and enforce your compliance with these obligations in the unlikely event you 
do not comply with them; provided, however, that no specification herein of any a 
particular legal or equitable remedy shall be construed as a waiver, prohibition or 
limitation of any legal or equitable remedies available to the Company.

8. You shall deliver to the Company upon cessation or termination of your employment, 
or at any other time the Company may request, all memoranda, notes, plans, records, 
reports, computer tapes and software and other documents and data (and copies 
thereof) relating to the said, or the business of the Company or any affiliate or its 
Customers which you shall then possess or have under your control.
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You agree that, notwithstanding the cessation or termination of your Employment, the 
confirmations and undertakings under this Clause shall always continue in full force and 
effect.
 
8. Non - Compete
 
In the course of your employment with Wipro you will be providing services to customers or 
clients of Wipro during which process you would be handling sensitive information including 
but not limited to information of key customers of Wipro, competitor information, customer 
sensitive information ('Confidential Information'). You acknowledge and recognize that 
Confidential Information available to you, if leaked, would cause irreparable harm to Wipro 
and its protection is of utmost importance to Wipro. You confirm that for a period of six (6) 
months after separation of your employment from Wipro (irrespective of the circumstances 
of or the reason for the separation), you will not accept any offer of employment from a 
customer or client with whom you have interacted or worked in a professional capacity 
representing Wipro during the six (6) months preceding the date of separation

9.   Whilst employed by the company, you: 

1. Will not engage in any external activities of a commercial nature
2. Will not engage in any activity of a non-commercial nature without prior 

written  approval of the Company.
3. Will be required to effectively carry out all duties and responsibilities assigned to you 

by your supervisor and others authorized by the Company to assign such
duties and responsibilities.  Your performance will be subject to annual appraisal by 
your supervisor.

4. Will be required to apply and maintain the highest standards of personal conduct and 
integrity and comply with all Company policies and procedures.

5. You agree that you shall not directly or indirectly, share, discuss your compensation 
details, in full or part, with any person in or outside the organization other than those 
authorized to do so.

6. Will maintain best standards of personal health and should necessarily be medically 
fit to perform your duties

Other Provisions 

1. Language.  This appointment letter was originally drafted in the English language.  If 
it is translated into any language other than English, the provisions of the original 
English language version shall control in the case of any asserted conflict in terms. 

2. Governing Law.  This appointment shall be governed by and interpreted in 
accordance with the laws of India.

3. You shall be governed by the “Service Agreement” as applicable to you
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10.   Declaration of Nationality
 
You are required to declare your nationality to your recruiter immediately as non-Indian 
passport/OCI/POI holders are governed by different guidelines as per the Employees' 
Provident Fund Organization. The Provident fund computation differs for employees holding 
a non-Indian passport. In absence of any declaration, nationality will be deemed as Indian. 
Any discrepancy highlighted in nationality post joining and requiring change in provident 
fund computation will be considered for modification prospectively. Wipro will not be 
responsible for retrospective liability. . Kindly update and validate your nationality in The 
DOT. post your onboarding.

11. Work Allocation
 
As part of your work responsibilities, you may be assigned to work on certain 
projects/accounts or other assignments at any of the Wipro or Wipro’s client locations 
based on project/assignment’s requirement as may be deemed fit by the Company in its 
sole discretion. Refusal to accept and deliver on such assignments shall be treated as a 
refusal to work and may result in termination of your employment or other disciplinary 
action.

12. Government Employment Policy

If you were engaged and worked in capacity of a Government employee, you are required to 
comply by the cooling off period clause of 12 months from the date of retirement prior to 
accepting offer from a private Sector / Commercial offer and you shall ensure that you shall 
not, directly or indirectly, engage in any activity or have any interest in, or perform any 
services for any government Organization/ Entity/ Department or Individual , which are or 
shall be in conflict with the interests of Wipro during your employment with Wipro.

It is understood that your date of joining Wipro Limited, will not be later than 13 November, 
2023 failing which this offer will automatically stand revoked without any further 
notice.  Please sign and return the duplicate copy of this letter in token of your acceptance 
of the terms described in this letter. 
 
We wish you a long and mutually beneficial association with us.
 
Yours faithfully,
For Wipro Limited.
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I accept the terms of this letter.   
                                                                                    
Signature: E-Signature Signature

Date: E-Signature Date
 
Name: Sujin K
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ANNEXURE I

 

Name Sujin K

Designation Trainee

Date Of Joining 13 November, 2023

Level AA

Basic 94000

House Rent Allowance 47000

Bonus 18800

WBP 47051

PF 16905

Gratuity 4521

ESI 6723

Target Cost To Company (INR per Annum) 235000
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ANNEXURE II

CONFLICT OF INTEREST 

Wipro Limited has adopted a conflict of interest policy in respect of its employees. This 
policy is intended to avoid conflict between the personal interest of an employee and the 
interest of the company in dealing with the suppliers, customers and all other organizations 
or individuals doing or seeking to do business with Wipro. 
Noted below are a few examples of 'conflict of interest': 

1. For an employee or any dependent member of his family to have an interest in any 
organization, which has business dealings with the company, where there is an 
opportunity for preferential treatment to be given or received, except where such an 
interest comprises securities in widely held corporations which are quoted and sold 
on open market or the interest is not material.

2. For an employee or any dependent member of his family to buy, sell or lease any kind 
of property, facilities or equipment from or to the company or any affiliate or to any 
company, firm or individual who is or is seeking to become the contractor, supplier 
or customer, except with the knowledge and consent of top management.

3. For an employee to serve as an officer, director or in any other management capacity 
or as consultant of another company or organization doing or seeking to do business 
with the company or an affiliate except with the knowledge and consent of top 
management.

4. For an employee to use or release to a third party any data on decisions, plans, 
competitive bids or any other information concerning the company, which might be 
prejudicial to the interest of the company.

5. For an employee or any dependent member of his family to accept commission, a 
share in profits or other payments, loans (other than with established banking or 
financial institutions), services, excessive entertainment and travel or gifts of more 
than nominal value from any individual or organization, doing or seeking to do 
business with the company.

I have read and understood the above mentioned 'Conflict of Interest' policy and I declare 
that there is no 'Conflict of Interest' in my employment. If in future any conflict arises, I will 
inform top management. 
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ANNEXURE III

 
PERSONAL INFORMATION AS REQUIRED UNDER INFORMATION TECHNOLOGY ACT 

2000
 
I Sujin K, confirm that I am voluntarily sharing my Personal Information with Wipro Limited 
('Wipro') for the following purposes: 

1. Validating my Curriculum Vitae and retaining records on the same for any future 
reference/verification

2. Processing my job application including background verification checks and 
medical checks

3. Employment-related actions including record keeping, processing compensation 
and benefits and any action required in the context of my employment with Wipro.

In this context, I also agree to the retention of such Personal Information by Wipro for any 
future reference/verification and authorize Wipro to transfer the same to a third party. 
I understand that 'Personal Information' means any information, relating to me that is 
available with Wipro and is capable of identifying me. 
 
 
Name: Sujin K
 
Signature: E-Signature Signature
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ANNEXURE IV

 
CONSENT FOR RANDOM OR REASONABLE SUSPICION DRUG TEST

 
I am aware that Wipro has a policy which stipulates that employees while at work cannot be 
under the influence of any narcotic drugs, psychotropic substances and/or alcohol so as to 
ensure a healthy work force. To ensure the adherence of this policy, Wipro might be required 
to collect specimen of employee’s hair, urine, blood, or any other relevant bodily sample, as 
may be required  (hereinafter the “Sample”) and submit it for drug test screening (hereinafter 
“Test”).
 
I hereby Sujin K, consent to allow Wipro Limited (hereinafter “Wipro”) to collect Sample from 
me for the Test.
 
In furtherance of the above stated:

1. I understand that the Test shall be conducted on random basis without any prejudice 
to anyone.

2. I authorize Wipro to share the Sample with Wipro’s authorized vendor for the purpose 
of processing the Sample and making the result available to Wipro.

3. I understand that Wipro provides adequate security measures to safeguard the 
information resultant from the Test and all other personal data associated with it.

4. I understand that neither Wipro nor any authorized third party under clause (3) above 
shall retain the data collected in respect of the Test for period no longer than as 
required for statutory purposes and the data shall be suitably destroyed thereafter.

5. I understand that Wipro is entitled to initiate suitable actions against me including 
but not limited to disciplinary action based on the Test results.

6. I understand that Wipro may notify and publish the information resultant or ancillary 
to the Test if obliged under law to do so.

 
Name: Sujin K
 
Signature: E-Signature Signature
 
Place: IN-TN-Coimbatore
 
Date: E-Signature Date
 

Please note: More details on the above-mentioned policies are available on My Policies 
Section in The DOT.  which is accessible on joining.
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Service Agreement for Specialized Training

This Agreement entered into on this 8 November, 2023 by and amongst:
 
Ms. /Mr. Sujin K, aged 25 years, 6/488 Kozhinjampara, 678555, India, hereinafter the 
“Employee” (which expression shall, if the context permits, include his/ her heirs, legal 
representatives, executors, administrators and successors) of the First Part;
 
AND
 
Wipro HR Services India Pvt. Ltd., a company incorporated under the Companies Act, 1956 
and having its registered office at 710, Ansal Chambers II, 6, Bhikaji Cama Place, New Delhi 
– 110066, hereinafter the “Company” (which expression shall, if the context permits, include 
its successors and assigns) of the Third Part;
 
WHEREAS:
 

1. In response to an application from the Employee for employment in the Company, 
the Company had offered to employ the Employee in the position of Trainee in the 
Company, subject inter alia to the terms and conditions set forth in the Offer Letter 
dated 8 November, 2023 (the “Employment Letter”) issued by the Company to the 
Employee;

2. The Employee had accepted the employment offer and joined the services of the 
Company on 13 November, 2023 (hereinafter “Date of Joining”);

3. The Employee is presently at the designation of Trainee in the Company.
4. The Company has reposed confidence in the Employee and has proposed to send 

him / her for a specialized training program as more particularly set forth in Annexure 
A hereto (“Specialized Training”) and the Employee has agreed to undergo the said 
Specialized Training which would result in enhancement of his / her overall skill and 
expertise, on the terms and conditions set out hereunder and agreed to by the 
Employee.

5. The Employee acknowledges that the Company would be investing substantial sums 
in terms of costs and expenses, valuable resources, opportunities cost and 
management time, including by way of training costs and out-of-pocket expenses, in 
providing and imparting the Specialized Training and providing an opportunity to the 
Employee to gain practical experience and skills enhancement, apart from paying the 
normal salary and other benefits to the Employee during such period.

6. In consideration of the Company reposing confidence in the Employee and assigning 
him / her to the Specialized Training and in consideration of the Company bearing all 
the costs in connection with the Specialized Training besides paying the Employee 
the normal salary and benefits, the Employee solemnly agrees to complete the 
Specialized Training and serve the Company for a period of Twelve months 
(s)  (“Agreed Duration”) commencing from the date of his / her joining the 
Specialized Training.
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7. The Employee represents and warrants to the Company that the Employee (i) will not 
abandon the Specialized Training mid-way; and (ii) will remain employed with the 
Company for the minimum period of 12 months, from the Date of Joining, and 
acknowledges that the Company has agreed to provide and impart, the Specialized 
Training relying on such representations and warranties.

NOW, therefore, in consideration of the premises and the mutual premises set forth 
hereinafter, the parties hereto agree as follows:
 
1. Performance and Observance
 
The Employee does hereby admit and acknowledge that the Company will be incurring 
substantial costs and expenses in terms of valuable resources, Training/Certification Cost 
and management time in providing for the Training/Certification and opportunities to gain 
practical experience and skills enhancement to the Employee which would be in addition to 
paying the salary and other benefits during the period of such Training/Certification. In 
consideration of the Company incurring significant expenditure towards providing for the 
Specialized Training to the Employee, the Employee does hereby agree and undertake:To 
undergo the Specialized Training (without abandoning it midway in any way including 
refusing to take examinations, if required) and acquire the desired specialized knowledge, 
skill, training and certification imparted to the Employee;

1. To remain employed with the Company exclusively and not terminate the contract 
of employment with the Company after undergoing the Specialized Training for a 
minimum period of 12 months (“Agreed Duration”), from the Date of Joining;

2. To diligently follow the instructions of the persons and authorities under whom the 
Employee may, from time to time be placed during the Specialized Training;

3. Comply with, at all times, the rules and regulations of the Company;
4. Refrain from engaging in any work, trade, vocation, occupation, profession or 

assignment, other than that required by the Company; and
5. Comply with all applicable, law, rules and regulations while undergoing such 

Specialized Training.

2. Breach by the Employee
 

2.1 In the event the Employee fails or neglects to duly perform or fulfill his / her 
obligations set forth in Section 1 above or does not continue in the employment of the 
Company for the Agreed Duration for any reason whatsoever, the Employee does 
hereby agree and undertake unconditionally and irrevocably to pay to the Company a 
sum of Rs. 75,000/- (Rupees Seventy Five Thousand only) as liquidated damages 
(“Compensation Amount”). For the sake of clarity, the termination of your employment 
by the Company for cause, voluntary resignation and abandonment of employment 
shall also qualify as a breach of the terms of this Agreement. 
 
2.2 The Employee agrees and acknowledges that the Compensation Amount stated 
above is reasonable, fair and a genuine pre-estimate of a part of the costs and 
expenses incurred by the Company in imparting the Specialized Training and providing 
opportunities to the Employee. 
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2.3 The Employee does hereby agree and undertake to pay the Compensation Amount 
to the Company, without demur, forthwith on receipt of a demand from the Company 
and hereby waives his/ her right to require the Company to produce proof to establish 
reasonableness of the Compensation Amount.
 
2.4 The Employee further agrees and undertakes not to seek release from the service 
of the Company or settlement of any service benefits from the Company until and 
unless the Employee has paid the Compensation Amount in full to the Company.
 
2.5 The Employee irrevocably authorizes the Company to deduct or withhold such 
amounts from or against any other amounts that may be due to him / her from the 
Company, during and after the term of employment.
 
2.6 If the Employee fails or refuses to pay such amounts within 15 days of such 
amounts becoming due from him / her, then without prejudice to any other rights 
available to the Company, the Company shall have the right to claim and obtain an 
additional amount by way of interest computed at the rate of 15% per annum 
compounded monthly, from the Employee.

 
3. No prejudice of Rights and Remedies.
 

3.1 The Employee does hereby agree and covenant with the Company that nothing set 
forth herein shall in any way limit or prejudice the rights and remedies available to the 
Company under the Employment Letter or otherwise generally and the rights of the 
Company hereunder are cumulative and in addition to the rights otherwise available to 
the Company.
 
3.2 It is agreed that whatever obligations the Employee has undertaken towards the 
Company shall continue to be binding on him / her even if he / she was deployed in or 
transferred to associate and/or group companies provided however that the total 
period required to be served by the Employee after the Program shall not exceed the 
Agreed Duration mentioned herein-above.
 
3.3 This Agreement is in addition to the terms and conditions as contained in the 
employment agreement and policies as applicable to the Employee from time to time 
and this Agreement shall not be construed as a substitute for the said terms and 
conditions. The Employee shall continue to remain bound by any other service 
commitments made under other agreements with the Company

 
4. Arbitration
 

4.1 In the event of any dispute or disagreement over the interpretation of any of the 
terms herein above contained or any claim of liability of any Part, the same shall be 
referred for Arbitration to a person to be nominated by the Company, whose decision 
shall be final and binding upon the Parties hereto.  Such reference shall be deemed to 
be a submission to arbitration under the Indian Arbitration and Conciliation Act, 1996 
or any other enactment thereof.  The venue of arbitration shall be at Bangalore and the 
Courts at Bangalore shall have exclusive jurisdiction to the exclusion of all other 
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Courts, irrespective of the fact that liability or claim or breach of this Agreement has 
taken place either in India or abroad.

 
5. Terms of the Training:
 

5.1 The Company reserves its right to modify, vary or alter the content or period of 
Training / Certification without prior notice to the Employee, which is hereby expressly 
accepted by the Employee.
 
5.2 The Company may, at any time during the course of Training / Certification, 
terminate the Training /Certification for the Employee, if in the opinion of the Company, 
the Employee is guilty of misconduct or it is found that the Employee is not undergoing 
the Training / Certification with diligence and acquiring knowledge and skills in a 
manner that would enable the Employee to be deployed at the position for the 
Employment Contract has been executed. The occurrence of such event shall be 
construed to be breach of the terms of this Agreement and the terms and conditions 
of the Employment Agreement.

 
6. The Employee further declares that he/ she has carefully read the terms and conditions 
of this Agreement and has understood the contents and his/ her obligations in this 
Agreement.
 
7. Notwithstanding anything the Employee hereby agrees and undertakes not to solicit or 
attempt to solicit any client of the Company to cease to work with the Company and to hire 
the services of the Employee or any other third person on whose behalf the Employee may 
act by virtue of the Employee having acquired the Specialised Training / Certification. The 
Employee confirms that this clause shall survive the termination of this Agreement.
 
8. This Agreement shall be governed and construed in accordance with the Laws of India.
 
9. This Agreement shall come into effect on execution and remain valid till the end of Agreed 
Duration or till such time the obligations hereunder have been duly discharged by the 
Employee.
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IN WITNESS WHEREOF THE PARTIES HEREUNTO HAVE EXECUTED THESE PRESENTS 
THE DAY, MONTH AND YEAR FIRST HEREIN ABOVE MENTIONED.
 
SIGNED BY THE "EMPLOYEE"

SIGNED BY THE "COMPANY"
For Wipro HR Services Private Limited

 
Place: IN-TN-Coimbatore

 
WITNESS:
1.
2.
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 



Signed by Sujin K | sujink195@gmail.com | 09-11-2023 11:55:19 AM IST | 27.63.225.140

ANNEXURE 
 

For P&C colleagues:
 
The list below is indicative and not exhaustive to the training provided to the colleagues in 
their role with Wipro.

o Process Overviews
o Systems and Tools Training (PeopleSoft, SAP, Siebel etc.)
o Standard Operating Procedures
o Domain Curriculum

(WFA, North American Payroll Level 1/2/3, Tax & Accounting, Garnishments, Recruitment, 
Performance Management & Compensation)
 
For HWS Colleagues:
 
The list below is indicative and not exhaustive to the training provided to the colleagues in 
their role with Wipro.
 

Business Group Training

SCS Colleagues

o Domain Training
o System /Tools Training 
o Common Testing
o Domain Testing
o Common Configuration
o Domain Configuration.

BOA Colleagues

o Domain Training
o System /Tools Training 
o Common Processes
o Domain Processes Troubleshooting

OCP Colleagues 

o Domain Training
o System /Tools Training 
o Base SOP’s

 
SCS Colleagues:
OLAB for Testing
OLAB for Configuration
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BOA Colleagues: 
OLAB
 
For BE&O Colleagues:
The list below is indicative and not exhaustive to the training provided to the colleagues in 
their role with Wipro.
 

Trainings:

o Domain Training
o System /Tools 

Training 
o Common Testing
o Domain Testing
o Common 

Configuration
o Domain 

Configuration

 

 



STRICTLY PRIVATE & CONFIDENTIAL 

 

27-Apr-2023

To,

Sakthi Shanmugi G Guruswamy p

Pollachi

 Tamil Nadu,

 India.

 

Dear Sakthi Shanmugi G Guruswamy p,

 

We are pleased to offer you the position of Process Executive Trainee at Patra India BPO Services Pvt. Ltd, with a start

date of 08-May-2023.

 

Your starting CTC will be 176700.0

 

We hope your careful consideration will result in a decision to join us.

 

Please note that this offer is conditional upon successful references.

 

A detailed salary structure and the employment conditions can be found in the Appointment agreement.

 

Kindly confirm your offer acceptance within 24 hours to talentacquisition@patracorp.net

 

We look forward to your joining and becoming a part of the Patra India BPO Services Pvt. Ltd Family.

Yours sincerely,

For Patra India BPO Services Pvt. Ltd.,

Kaustubh Avhale

Deputy General Manager-HR

admin
Highlight



SALARY ANNEXURE (Benefits Monthly and Yearly)

Particulars  Per Annum (INR) Per Month (INR)

Basic 73440.0 6120.0

HRA 43200.0 3600.0

Medical 14400.0 1200.0

Special Allowance  12960.0 1080.0

Base  144000.0 12000.0

Conveyance allowances 0.0 0.0

Canteen Concession 0.0 0.0

TA (Internet Allowances) 12000.0 1000.0

Gross  156000.0 13000.0

Deductions

ESI Employer Contribution @ 3.25% 5076.0 423.0

ESIC Employer Contribution @ 0.75% 1176.0 98.0

PF Employer Contribution 12% or 1800 whichever is less 12096.0 1008.0

PF Employee Contribution 12% or 1800 whichever is less  12096.0 1008.0

Take Home 142728.0 11894.0

Gratuity (4.81% of Basic) 3528.0 294.0

CTC 176700.0 14725.0

 

Other benefits beyond CTC 
 

  

 1. Performance Incentives / Bonus (Based on individual as well as company performance)
These are not guaranteed benefits and are paid at the discretion of the company (only to the active employees
 2. Night Shift Allowance
 3. Health Insurance (For non-ESIC employees)
 4. Accident Insurance (For non-ESIC employees)
 5. ESIC Health Insurance & ESIC Leave benefits (for ESIC employees)
 6. Life Insurance from EPFO department (EDIL)
 7 Labor welfare benefits from the Government.
 *Gratuity is payable to an employee at the time of separation; only after 5 years of continuous service with the organization.

 *Professional and income taxes will be deducted as per the local or regional statutory requirements. 

CTC: 176700.0 Per Annum

Variable Pay: All confirmed employees are paid incentives periodically based on individual as well as company

performance. 

Authorized Signatory 

For Patra India BPO Services Pvt. Ltd.

Kaustubh Avhale

Deputy General Manager-HR

Patra India BPO Services Pvt. Ltd.,
Regd. No CIN U72200AP2007PTC052623)

D.NO: 37-5-88/1, Varun Point, Manchukonda Gardens,
Murali Nagar, Visakhapatnam - 530 007

Ph. No. +91 891 - 2550325 www.Patraindia.com
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