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Date: {{Today’s.Date}}

To,
{{Employee.Name}}
{{Employee.PermanentAddress}}

Subject: Letter of Appointment

Dear {{Employee.Name}},

We are pleased to appoint you as {{Employee.Designation}} in the {{Employee.Department}} department at {{Company.OrganisationName}}, with effect from {{Employee.DateOfJoining}}.

Your compensation details are set out in Annexure A and the terms and conditions governing your employment are set out in Annexure B, both of which form an integral part of this letter.

We welcome you to {{Company.OrganisationName}} and look forward to a long and productive association. Please sign and return a copy of this letter as confirmation of your acceptance of the terms and conditions contained herein.


For {{Company.OrganisationName}},


___________________________
Authorised Signatory

Acceptance

I, {{Employee.Name}}, hereby accept the appointment and the terms and conditions set out in this letter and the Annexures attached hereto.


___________________________
Signature of Employee
Date: ___________________________


Annexure A
Compensation Details

The following table sets out the compensation structure applicable to your role at {{Company.OrganisationName}}. All amounts are in Indian Rupees.

	Name of the Employee
	{{Employee.Name}}
	Designation
	{{Employee.Designation}}

	Salary Break-Up

	Earnings (A)
	Monthly
	Annually
	Deduction (B)
	Monthly
	Annually

	Basic
	{{Mon.Basic}}
	{{Ann.Basic}}
	TDS
	{{Mon.TDS}}
	{{Ann.TDS}}

	HRA
	{{Mon.HRA}}
	{{Ann.HRA}}
	ESIC
	{{Mon.ESIC}}
	{{Ann.ESIC}}

	Medical Allowance
	{{Mon.Med}}
	{{Ann.Med}}
	Provident Fund
	{{Mon.PF}}
	{{Ann.PF}}

	Conveyance Allowance
	{{Mon.CA}}
	{{Ann.CA}}
	Profession Tax
	{{Mon.PT}}
	{{Ann.PT}}

	Special Allowance
	{{Mon.SA}}
	{{Ann.SA}}
	
	
	

	Gross Earning (A)
	{{Mon.Gross}}
	{{Ann.Gross}}
	Gross Deduction (B)
	{{Mon.B}}
	{{Ann.B}}

	Net Salary (A-B)
	{{Mon.Net}}
	{{Ann.Net}}
	




Annexure B
Terms and Conditions of Employment

[Add your terms here]





{{Company.Address}} 
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