[COMPANY LETTERHEAD]
[Company Name]
[Registered Address]
[City, State, PIN Code]
[Phone] | [Email] | [Website]
CIN: [Company Identification Number]

Ref No: [Reference Number]
Date: [DD/MM/YYYY]

To,
[Employee Full Name]
[Employee Address]
[City, State, PIN Code]

Subject: Appointment as [Job Title]

Dear [Employee Full Name],

Further to your acceptance of our offer dated [Offer Letter Date], we are pleased to appoint you as [Job Title] in the [Department Name] department at [Company Name].

Your appointment is on the following terms.

1. Date of joining: Your employment begins on [Joining Date].

2. Place of posting: You will be based at our [Office Location] office. The company may transfer you to any other office, branch or location as business requires.

3. Reporting: You will report to [Reporting Manager's Name], [Designation].

4. Compensation: Your annual cost to company will be Rs. [CTC Amount]. The detailed breakup is given in Annexure I to this letter. Salary is paid monthly, subject to statutory deductions.

5. Working hours: Your working hours will be [Start Time] to [End Time], [Working Days], with [Weekly Off] as the weekly off.

6. Probation: You will be on probation for [Probation Period] from your date of joining. Your performance will be reviewed during this period. On satisfactory completion, your appointment will be confirmed in writing.

7. Leave: You are entitled to leave as set out in the company leave policy, a copy of which is available in the employee handbook.

8. Confidentiality: You will keep all company information, client data and business records strictly confidential, both during your employment and after it ends.

9. Conduct: You will follow the company's policies, code of conduct and all lawful instructions given to you.

10. Notice period: Either party may end this employment by giving [Notice Period] written notice, or salary in lieu of notice. During probation, the notice period will be [Probation Notice Period].

Please sign and return the duplicate copy of this letter as confirmation that you accept these terms.

We are glad to have you with us and look forward to working together.

Yours sincerely,
For [Company Name]

[Signature]
[Authorised Signatory Name]
[Designation]

Enclosure: Annexure I, Salary Structure

ACCEPTANCE

I, [Employee Full Name], have read and understood the terms stated above and accept this appointment.

Signature: ________________________
Name: ________________________
Date: ________________________
