OFFER LETTER

Date: ____________
To,
[Candidate's Name]
[Address Line 1]
[Address Line 2]
[City, State, PIN Code]
Dear [Candidate's Name],
Subject: Offer of Employment
We are pleased to offer you the position of ___________ at __________, located at __________, subject to the terms and conditions outlined below.
1. POSITION AND REPORTING
You will be employed as a ___________, reporting to _____________or such other person as the Company may designate from time to time.
2. START DATE
Your expected start date will be _________. Please report to the HR Department at [Time] on your first day.
3. COMPENSATION
Your gross annual compensation will be ₹___________ (Rupees ___________________ only), payable in accordance with the Company’s payroll policies and subject to deductions as per applicable laws. A detailed salary structure will be provided separately.
4. PROBATION PERIOD
You will be on probation for a period of [3/6] months from your date of joining. Confirmation of your employment will be based on your performance and conduct during this period.
5. WORKING HOURS AND LOCATION
Your normal working hours shall be from [Start Time] to [End Time], Monday through Friday. Your primary place of work will be at the Company’s office located at [Location], though you may be required to work at other locations as needed.
6. CONFIDENTIALITY
During and after the term of your employment, you shall not disclose any confidential information concerning the Company’s business or operations to any third party, unless required by law.
7. TERMINATION
This offer may be terminated by either Party by giving [30 days’] written notice or payment in lieu thereof. The Company reserves the right to terminate employment summarily for misconduct or breach of terms.
8. OTHER TERMS
· Your employment is subject to verification of documents, references, and background checks.
· You shall abide by all Company policies, rules, and regulations in force from time to time.
Please sign and return a copy of this letter by [Deadline Date] to confirm your acceptance of this offer.
We look forward to welcoming you to our team and wish you success in your new role.
Warm regards,
For [Company Name]
[Authorized Signatory’s Name]
[Designation]



