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Date 

Dear 

Re:  Employment Offer Letter

We are happy to inform you that you have been selected for employment with XXX Technologies in the capacity of ‘Capacity’.

Your annual gross salary will be fixed at Rs.. The roles and responsibilities of the above mentioned position is included in ‘Annexure-A’.
You are governed by the following Rules and Regulations of the company, which are in force or may come in to force from time to time.

1. Standard Conditions of Employment
(a) The Standard Conditions of Employment will relate to various matters relating to your working with the Company, including hours of work, holidays, leave, code of conduct, confidentiality policy etc.  

(b) The Standard Conditions of Employment may be changed by the Company from time to time at the sole discretion of the Company and such changed Standard Conditions of Employment shall become applicable to you forthwith, upon receipt of notice of the same.  

2. Representations

(a) You hereby represent that all the contents of your resume, testimonials, references, previous employment details and other information furnished by you are true and accurate.
(b) If any of the above particulars are found to be incorrect or misleading in any way, the Company shall have the right to terminate your employment forthwith, without the requirement of providing you any notice or compensation in lieu thereof.
3. Whole Time Employment

(a) You shall be a full time employee of the Company and will devote your professional energies entirely towards the conduct of your duties under your employment with the Company.
(b) During your employment with the Company, you shall not simultaneous engage yourself in any other gainful or commercial activity (other than normally acceptable personal investment activity), business or professional activity, whether part-time or full-time, or directly or indirectly.
4. Compensation

(a) Your compensation is based on your qualifications, skill sets and overall experience. Therefore, the compensation payable to you by the Company is unique and personal and any comparison of the same with those of others will be of no relevance.

(b) Your salary will be reviewed yearly as per the policy of the company.   Your increments in the salary are discretionary and will be subject to and on the basis of effective performance and financial goals of the company during the period.

(c) Except to the extent prescribed by law, the breakup of compensation shall be entirely at the discretion of the Company but will be based on such factors as level of employment, tax efficiency, fairness and management convenience. 

(d) Your terms of employment and compensation are strictly confidential and you shall not divulge the same to any other employee of the Company except where required by Company policy.   

5. Tax Liability

(a) The tax liability, if any, including income tax, arising on your compensation will be your personal liability and will be governed by the tax laws of the country.

(b) The Company reserves the right to deduct tax at source from any component of your compensation and take such other actions as required by applicable law.  

6. Corrupt Practices

(a) Never give, offer, or authorize the offer of, either directly or indirectly, anything of value (such as money, goods or services) to a customer or government official to obtain any improper advantage. A business courtesy, such as a gift, Contribution or entertainment should never be offered under circumstances that might create the appearance of an impropriety.

(b) No political contributions shall be made using Company funds or assets provided to any political party, political campaign, political candidate, or public official in India or any foreign country, unless the contribution is lawful and expressly authorized in writing by the Director.

(c) During the period that you are employed by the Company, you shall not, either while acting on behalf of the Company or in the pretext thereof, accept from any person or entity, any consideration for any assessment or decision may be favorable to that person or entity.  Such consideration shall include any item or conduct that may be of value such as a gift, bribe, payment, performance, favor, etc.

(d) You shall not use company funds for any unlawful & unethical purpose. Also, you shall not offer, give or cause others to give, any payments for the purpose of influencing the recipient’s business judgment.

7. Protecting the assets of RedOctane Technologies & Our Customers

(a) You shall be responsible for protecting RedOctane Technologies & its customers’ assets which are found in many different forms including physical assets, proprietary information, intellectual property and confidential information.

(b) You must be alert to any situations or incidents that could lead to the loss, misuse or theft of Company or customer assets. All such situations must be reported to the IT Department as soon as the situation arises.

(c) All inventions, improvements and discoveries made solely by you or jointly while on duty need to be disclosed to the company and the company has the sole right, title and interest over such inventions, improvements, discoveries and has the intellectual property rights over them.

8. Special Requirements

(a) You acknowledge that in view of the Company’s intention to conduct business and service customers all over the world, you shall conform to such additional practices as may be required by the Company.  

(b) Such practices may include:

(i) A requirement to obtain end use statements from customers of products or services of the Company;

(ii) A prohibition on export of certain goods and services to certain countries or to parties who may be so notified by the company;

(iii) Special requirements prescribed by customers of the Company, including relating to standards for the protection of confidential information.

9. Transfer

(a) You are liable to be transferred to any department or branch at any place in India or abroad, where the company has or may have its office/business.   You are also liable to   be transferred to any of the associated company or anywhere in India/abroad.  On such transfers, you will be governed by the terms and conditions, and rules and regulations etc., which are applicable to your category at the place of transfer. 

10. Confidentiality

You should maintain confidentiality of information, which would come to your knowledge during the course of execution of your duties and responsibilities. You will maintain utmost secrecy of the affairs or works of the company and should not divulge any information of the company by any mode of communication to any other person or organization during the course of employment with us or thereafter.

11. Procedure for Resignation & Termination

(a) You are required to serve a notice period of two months before your resignation. In this case you will be eligible for those months’ pay as well as for the incentives and the experience certificate else should pay two month notice pay salary in lieu of the same to get eligible for any of these.  

(b) The Company shall be entitled to terminate your employment without notice or compensation in the following event(s):

(i) Willful violation of the Company rules.

(ii) On the grounds of non-performance, discipline, misconduct, fraud, theft, attitude.

(iii) Unauthorized absence from duty.

(iv) Imprisonment or censure by a court of law.

12. Non Solicitation / Non Compete

(a) You shall not directly or indirectly, or through any other party, solicit or offer employment to any persons who are employees of the Company or its affiliates for a period of PERIOD after the date of termination of your employment with the Company.
(b) You shall not, directly or indirectly, or through any third party, solicit business from, any customer of the Company for a period of one year after the date of termination of your employment with the Company.  

(c) You shall not, directly or indirectly, perform services or take up employment with any competitor of the Company for a period of one year after the date of termination of your employment with the Company.
13. Change of Circumstances 

Any change in your residential address, telephone numbers, marital status, and academic qualifications should be notified in writing forthwith to the company. All communications will be addressed to you on the last Address notified by you and it will be presumed that you have received such communications addressed to you. 

We at RedOctane Technologies have the privilege to have you with us, and wish you a very successful career with us. We reaffirm our complete confidence in your abilities to find professional and personal satisfaction here. Please sign and return a copy of this offer letter in acceptance of the terms and conditions.

Best wishes for a long, happy and rewarding career with RedOctane Technologies

Thank You,

Regards,

XXXX

HR Manager        



ACKNOWLEDGEMENT

I, _________________, agree to the terms and conditions stated as above, and I hereby confirm that I will adhere to the policies of the company and discharge my duties to the satisfaction of the higher authorities.

Date:

Place:

ANNEXURE – A

Roles and Responsibilities

As per the JD…
______________________________________________________________________________________


