
Format of Offer letter
Version: 1.0
[image: image1.png])

Adaptive Processes




Adaptive Processes Consulting Pvt. Ltd.
An ISO 9001:2000 Certified Company
82/83, Borewell Road, Whitefield, Bangalore – 560066
e-mail: Info@AdaptiveProcesses.com 
www.AdaptiveProcesses.com
This document is the property of and proprietary to Adaptive Processes Consulting Pvt. Ltd. Contents of this document should not be disclosed to any unauthorized person. This document may not, in whole or in part, be reduced, reproduced, stored in a retrieval system, translated, or transmitted in any form or by any means, electronic or mechanical.
Warm Welcome


<Month Date, YYYY>
«FullName»









«Address1»,
«Address2»,
«City», 
«State»  
Dear «FirstName», 
Welcome to the <company> family.
We are very happy to inform you that you have been appointed as «Designation». You will be reporting to «ReportingManager», «ReportingMrgrDesignation». In our Organization Structure you would be in Band «BandCode».
<Company> is engaged in developing quality soft​ware for a wide and growing global market. We owe much of our success to the dedicated work of all our people, and therefore we strive to make our policies employee friendly. We hope your association with us will be challenging and rewarding. 
We would like to share with you some Company practices and policies, to familiar​ize you with our organization. 
1. Emoluments & Perquisites
Your gross salary will be Rs. «Salary»/- per annum. The salary structure is described in the Salary Stack Up Sheet. 
Your salary is personal and confidential information. You should discuss it only with your manager or with your Business Unit Human Resources Prime.
2. Working Hours 
Being a result-oriented company, we believe in flexible tim​ings. Though the official timings are between 9.00 a.m. and 6.00 p.m., your timings are adjustable. However, we would like you to be available between 10.00 a.m. and 4.00 p.m., as most of the business meetings are scheduled during these hours.  We have a five-day week but the office is open on Saturdays and Sundays, in case you plan to work.  
3. Leave
The Company leave benefits include:
Privilege leave of fifteen days per year of service, which can be accumulated for a maximum period of thirty days. After the fourth year in <Company>, privilege leave goes up to 20 days per year.
· Sick leave on a need basis.
· Ten National & Festival holidays every calendar year.  A list of these would be announced every year.
· Maternity leave is of 19 weeks and Paternity leave of two weeks.
· Upon Completion of 4 years of continuous service, an employee is eligible for Hibernation Leave of 6 weeks over and above all other leave. This leave is specifically for rejuvenation of physical and mental health.
4. Commitment to Learning
At <Company> we endeavor to create a Learning Organization.  In this regard, once you complete 2 years in <Company>, we do support you to study further.
a. Support for MBA: The part-time Post Graduate Program in Software Enterprise Management conducted by IIM-Bangalore is partly sponsored by <Company>.
b. Sabbatical: You may avail leave from full-time employment to further your knowledge, education or experience for a period of one year. This may be through the pursuit of a formal course at an educational institute, by undertaking a teaching / research assignment, or any other assignment which is beneficial to <Company> or which serves a social cause.  You will be paid 50% of your annual gross during this period.
5. Medical Benefits
You are eligible for medical insurance, which covers your self, your spouse, dependent children and dependent parents, up to a maximum of 5 members. The company will pay 60% of the premium charges while you are required to meet the other 40% of the charges. 
6. What we expect from you
a. We hope that you will devote your full time and attention in carrying out your work activities honestly, faithfully and diligently keeping in mind at all times the Company’s progress. We expect that you will not engage in or do any other business or render any professional service either on full time or part time basis.
b. We expect you to keep your work strictly confidential and not divulge or disclose to any outsider or ex-employee, either during your employment or after, any information or confidential matters related to the Company, its employees or associates, which you became aware of during your employment with us. We expect that you will not act in any manner, which may be prejudicial or detrimental to the reputation and standing of the Company.
c. As part of your duties and as may be required, you shall travel outside of the Company's premises on terms prescribed by the Company.  Pursuant to any business arrangement, including but not limited to, a sale of assets, merger, takeover, acquisition, or hive-off, the Company may also transfer you onto the rolls of another entity and you shall agree for such transfer.
7. Termination
We hope your association with us will be a very long one. However, either party may terminate this association by giving one month’s notice or on payment of one month’s salary in lieu of the same. However, in the event of willful neglect of your duties, breach of trust, gross indiscipline or any other serious dereliction of duties that may be prejudicial to the interests of the company, the company has the discretion to terminate your services forthwith or with such notice as it deems fit and without any notice pay whatsoever.
In case you leave the organization within one year of joining all expenses incurred by the company on your joining and relocation to Bangalore would have to be reimbursed by you. This would include travel, hotel accommodation, housing security deposit, and brokerage for housing.
This offer is valid till «Acceptancedate».  So, kindly ensure that you send the acceptance of the offer i.e., the signed duplicate of this letter at the earliest to. You shall join latest «JoiningDate», or any Monday prior to it 
The day you join us, please come to the corporate office at 9.30am.  One of our members will be very happy to walk you through our facility, familiarizing you with our work culture, guide you through our work environment and introduce you to your team.
We also hope that our association will be a long, fruitful and mutually satisfactory one. Once again, a very warm welcome to you.
Yours sincerely,
For <Company> 
«MainSignatory»

«DesignationofMainSignatory»
I accept the above terms and conditions. 
My joining date will be: ................................
Signature:




Date:
Enclosures: 
Annexure 1- Salary Stack Up Sheet; Annexure 2 – Relocation Benefits; Annexure 3 – Joining Formalities 
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Annual Gross

0

0

Basic

0

0

Flexible Benefits Pay

0

0

Take Home Pay

0

0

Company contribution to PF

0

0

Gratuity

0

0

Medical Insurance

2507

209

Total

2507

209

NOTE: 1. Flexible Benefits Pay includes LTA, HRA, Reimbursement of Medical Expenses, Conveyance,

Company Leased Accomodation and Children's Education Reimbursement.

2. Actual take home will depend on the tax planning done by the employee

OTHERS

Interest free housing security deposit, repayable in 18 instalments.

Brokerage charges upto 15 days.

SALARY STACK UP SHEET

Name

Annexure 1


Annexure 2
LOCAL RELOCATION BENEFITS
<Month Date, YYYY>
Dear «FirstName»,






 
Welcome to the <Company> Family. In order to make your transit smooth, we offer the following benefits to help you and your family relocate from the current place of stay to Bangalore. You must claim reimbursement of these expenses within one month of your joining <Company>.
Shifting of personal effects
In case you are moving personal effects, the company will pay for its moving, on actuals, subject to a limit of Rs. 5,000/-. This includes charges of Insurance, Packing, Loading, Unloading, and Unpacking. All bills in original have to be submitted for claiming the same.
Reimbursement of Relocation expenses
All the relocation expenses are one-time reimbursements. Hence once you have joined you can get these expenses reimbursed. You can do this by attaching a relocation reimbursement form to all the documents supporting your expenses, and getting it approved by your manager. You could then forward it to Finance through HR, to get a reimbursement. 
Assistance in Housing
The company will assist you in finding a house, by providing a list of real estate agents around < >, with their contact phone numbers. Brokerage charges up to fifteen days rent will also be paid.
<Company> also provides an interest free housing security deposit loan. The loan will be recovered from your salary in 18 equal monthly installments starting from the following month of the loan sanction.
Notice Pay
If <Company> has agreed at the time of selection to reimburse the notice pay, the same will be reimbursed on production of a receipt from the previous employer. 
If you have surrendered earned leave in lieu of notice pay, the same will be treated as notice pay and reimbursed (on production of proof). The amount reimbursed to the employee as notice pay is fully taxable. The tax liability would be borne by the employee.
Please note that all relocation reimbursement expenses will be considered as taxable income. This tax liability would be borne by the employee.
If you leave the company within one year of joining, you will have to refund the entire amount spent by the company in relocating you and your family.
This includes
Movement of personal effects
Notice Pay
Initial housing assistance expenses.
Housing security deposit
For any further clarifications / doubts in this regard, please contact Ms. «HRprime», HR-Team.
Yours cordially,
For <Company> 
«HRprime»

Senior Executive - Resourcing
Annexure  3
NATIONAL RELOCATION BENEFITS
<Month Date, YYYY>
Dear <Name>,
Welcome to the <Company> Family. In order to make your transit smooth, we offer the following benefits to help you and your family relocate from the current place of stay to Bangalore. You must claim reimbursement of these expenses within one month of your joining <Company>.
Travel
The company will reimburse one time one way IIAC Train fare for the shortest route from your hometown/previous place of work to Bangalore for you, your spouse and children.
Shifting of personal effects
In case you are moving personal effects by road or rail, the company will pay for its moving, on actuals, subject to a limit of Rs. 10,000/-. This includes charges of Insurance, Packing, Loading, Unloading, and Unpacking. You can also claim reimbursement for packing, movement and insurance of one vehicle by rail/road at actuals.
Transit Accommodation in Bangalore
On prior request, <Company> will provide for your accommodation, either at a Guest House or a Hotel.  Transit accommodation expenses will be reimbursed for a maximum of 14 days as follows:
· Room rent on actuals on selected Guest Houses and Hotels 
· Food, Laundry and telephone would not be borne by the company.
· Expenses for daily commuting to and from <Company> to Hotel / Guest House will not be reimbursed.
Reimbursement of Relocation expenses
All the relocation expenses are one time reimbursements. Hence once you have joined you can get these expenses reimbursed. You can do this by attaching a relocation reimbursement form to all the documents supporting your expenses, and getting it approved by your manager. You could then forward it to Finance through HR for reimbursement of the amount. All bills in original have to be submitted for claiming the same.
Assistance in Housing
The company will assist you in finding a house, by providing a list of real estate agents around <          > with their contact phone numbers. Brokerage charges up to fifteen days rent will also be paid.
<Company> also provides an interest free housing security deposit loan. The loan will be recovered from your salary in 18 equal monthly installments starting from the following month of the loan sanction.
Please note that relocation reimbursement expenses will be considered as taxable income. This tax liability would be borne by the employee.
If you leave the company within one year of joining, you will have to refund the entire amount spent by the company in relocating you and your family.
This includes
· Movement of  personal effects
· Transit expenses
· Initial housing assistance expenses.
· Housing security deposit
· Travel Expenses
For any further clarifications / doubts in this regard, please contact the undersigned.
Yours cordially,
For <Company> 
<Name>
Senior Executive – Resourcing
Annexure 2
INTERNATIONAL RELOCATION BENEFITS
<Month Date, YYYY>
Dear <Name>,
Welcome to the <Company> Family. In order to make your transit smooth, we offer the following benefits to help you and your family relocate from the current place of stay to Bangalore. You must claim reimbursement of these expenses within one month of your joining <Company>.
Travel
The company will reimburse one time one way Air fare(Economy) for the shortest route from your current location to Bangalore for you, your spouse and children.
Shifting of personal effects
In case you are moving personal effects by air or sea, the company will pay for its moving, on actuals, subject to a maximum limit of $2000/-. This includes charges of Insurance, Packing, Loading, Unloading, and Unpacking.
Transit Accommodation in Bangalore
On prior request, <Company> will provide for your accommodation, either at a Guest House or a Hotel.  Transit accommodation expenses will be reimbursed for a maximum of 14 days as follows:
· Room rent on actuals on selected Guest Houses and Hotels 
· Food, Laundry and telephone would not be borne by the company.
· Expenses for daily commuting to and from <Company> to Hotel / Guest House will not be reimbursed.
Reimbursement of Relocation expenses
All the relocation expenses are one time reimbursements. Hence once you have joined you can get these expenses reimbursed. You can do this by attaching a relocation reimbursement form to all the documents supporting your expenses, and getting it approved by your manager. You could then forward it to Finance through HR for reimbursement of the amount. All bills in original have to be submitted for claiming the same.
Assistance in Housing
The company will assist you in finding a house, by providing a list of real estate agents around <                         >, with their contact phone numbers. Brokerage charges up to fifteen days rent will also be paid.
<Company> also provides an interest free housing security deposit loan. The loan will be recovered from your salary in 18 equal monthly installments starting from the following month of the loan sanction.
Please note that relocation reimbursement expenses will be considered as taxable income. This tax liability would be borne by the employee.
If you leave the company within one year of joining, you will have to refund the entire amount spent by the company in relocating you and your family.
This includes
· Movement of  personal effects
· Transit expenses
· Initial housing assistance expenses.
· Housing security deposit
· Travel Expenses
For any further clarifications / doubts in this regard, please contact The undersigned..
Yours cordially,
For <Company> 
Name
Senior Executive - Resourcing
Annexure 3
JOINING FORMALITIES








<Month Date, YYYY>
Dear «FirstName»,
Thanking you in anticipation for opting to join us and welcome to the <Company> family.
PRE - JOINING PROCESS:
We would require the following information from you ten days prior to your joining, to make your joining process as smooth as possible.
1. Call <Name>  Tel. #: <  > , Email: <Email> @<Company>.com
a. Confirm your  actual date of joining
2. Accommodation                 
a. Do you need assistance in locating a house
b. Range of rent
JOINING FORMALITIES:
At <Company> we encourage our new joinees to join on Mondays at 9:30 am excepting in the case of an emergency.
Please bring with you photocopies of the following documents. It is necessary to submit these at the time of your joining. One photocopy of each of the following:
1. Copies of Certificates of the basic, Intermediate and the highest degrees obtained. 
2. Relieving letter from previous organization.
3. Statement of income last drawn, preferably with a break-up.
4. Copy of Passport (If you have).
5.  Copy of  Driving License (If you have) 
6. Five passport size colour glossy (not Polaroid) photographs of self.
7.  Check your Blood Group.
8. Check date of birth of dependants for mediclaim policy.
9. PF account number, along with the address of the current organization with whom it is retained       (if you intend to get your PF transferred).
Looking forward to meeting you.
For any clarifications do get in touch with The undersigned..
Thanking You,
Yours Cordially,
For <Company>
«HRprime»

«DesigofHRPrime»
� EMBED  ���
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		Annexure 1

		Name

		SALARY STACK UP SHEET

										Annual						Monthly

		Annual Gross								0						0

		Basic								0						0

		Flexible Benefits Pay								0						0

		Take Home Pay								0						0

		Company contribution to PF								0						0

		Variable Pay								0						0

		Gratuity								0						0

		Medical Insurance								2507						209

		Total								2507						209

		NOTE: 1. Flexible Benefits Pay includes LTA, HRA, Reimbursement of Medical Expenses, Conveyance,

				Company Leased Accomodation and Children's Education Reimbursement.

				2. Actual take home will depend on the tax planning done by the employee

		OTHERS

		Relocation Benefits: One way economy class airfare from hometown to Bangalore

		Interest free housing security deposit, repayable in 18 instalments.

		Brokerage charges upto 15 days.

		Transit accomodation for 14 days.

		Assistance in finding accomodation in Bangalore

		Reimbursement of  expenses of shifting personal effects upto Rs. 10000.

		Reimbursement of expenses of shifting vehicle from place of stay to Bangalore.
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