APPOINTMENT LETTER 
[Company/Individual Letterhead]
Date: [Insert Date]
To,
[Full Name of the Appointee]
[Address]
Subject: Appointment as [Designation/Position]
Dear [Mr./Ms. Last Name],
We are pleased to inform you that you are hereby appointed as [Designation/Position] with effect from [Start Date] at [Company/Individual Name] (“the Employer”).
This appointment is subject to the following terms and conditions:

1. APPOINTMENT & DESIGNATION
The Employee is hereby appointed to the position of [Designation], effective from _______________, 2025. The Employee shall report to ________________ or such other person as the Employer may notify.
2. PROBATION
The Employee shall be on probation for a period of ____ months from the date of joining. The Employer may extend or reduce the probation period or confirm the appointment in writing based on performance.
3. REMUNERATION
The Employee shall be paid a total gross monthly remuneration of ₹___________ (Rupees ______________________ only), subject to applicable statutory deductions. A detailed compensation structure shall be provided separately.
4. DUTIES & RESPONSIBILITIES
The Employee shall faithfully and diligently perform such duties and responsibilities assigned from time to time, and shall not undertake any other employment or assignment during the term of employment without prior written consent of the Employer.
5. WORKING HOURS & LOCATION
The standard working hours shall be from _____ to _____, Monday to Friday, at the Employer’s office located at ____________________ or such other place as may be informed.
6. LEAVE
Leave entitlement shall be in accordance with the Employer’s applicable HR policies, as amended from time to time.
7. TERMINATION
Either Party may terminate this Agreement by providing ______ days’ written notice or salary in lieu thereof. The Employer may terminate the employment without notice in case of misconduct, breach of trust, or violation of company policies.
8. CONFIDENTIALITY & NON-DISCLOSURE
The Employee shall not, during or after the term of employment, disclose or misuse any confidential information belonging to the Employer. A separate NDA may be executed as required.
9. GOVERNING LAW & JURISDICTION
This Agreement shall be governed by and construed in accordance with the laws of India. The courts at ______________ shall have exclusive jurisdiction.
IN WITNESS WHEREOF, the Parties hereto have executed this Agreement on the day, month and year first above written.
For M/s. [Company Name]
(Signature)
Name:
Designation:
Employee
(Signature)
Name:

