Name & Address of Organisation on letter head

[Offer Letter Date]

[Name]

[Address Line 1]

[Address Line 2]

[City], [State], [PIN Code]

Subject: Offer of Employment
Dear [Applicant Name], 

Congratulations! [Company Name] is excited to bring you on board as [Job title]

We are pleased to confirm that you have been selected to work for [Company Name]. We are delighted to make you the following job offer. 

[Company Name] is offering a [full time, part time, etc.] position for you as [Job title], reporting to [immediate manager/supervisor] starting on [Proposed start date] at [workplace location]. Your working hours will be from [days of week and hours of work].

In this position, [Company Name] is offering to start you at a monthly salary of [Salary per month] with an annual cost to company [Annual CTC]. Any amounts paid will be subject to statutory and other deductions as per Employer policies and practices. The details of your compensation breakdown are provided in the attached Annexure A.
Benefits for the position include: 
· Benefit A (Casual Leave of 24 days per annum)
· Benefit B (Employer State Insurance Corporation ESIC Coverage)

· Benefit C

Annexure A

	Description
	          Monthly
	               Annual

	
	(Rs. per month)
	(Rs. per Annum)

	Basic Pay 
	
	

	House Rent Allowance (HRA) 
	
	

	Special Allowance
	
	

	Medical Allowance
	
	

	Leave Travel Allowance
	
	

	Meal Vouchers
	
	

	Conveyance Allowance 
	
	

	Employer’s contribution to PF
	
	

	Total Salary (in Rs.) 


Please report to [Name of person to report on start date], for documentation and orientation. If this date is not acceptable, please contact me immediately. 

Please sign the enclosed copy of this letter and return it to me by [Last date for offer acceptance] to indicate your acceptance of this offer. 

Sincerely, 

(Name of person authorized to make offer) 

(Position) 

(Company)
Dear Professional,

Congratulations and welcome!!!

This checklist is to prepare you for your journey with us. The documents/material requested here is mandatory and have to be carried along on your date of joining. Please carry photocopies of applicable documents as listed below.
Education

Graduation

Mark sheets for all the years 
Convocation Certificate and Provisional Certificate 
Post Graduation

Mark sheets for all the years 
Convocation Certificate and Provisional Certificate 
Professional [CA/CS/ICWA/etc]*

Mark sheets for all the years 
Convocation Certificate and Provisional Certificate 
Membership Number allocation proof/document [if applicable] 
Employment

Relieving Letter or Service Certificate [All Prior Employment(s)] 
Previous Employment Last Pay slip 
Last Employer Relieving letter/Service certificate 
Form 16 for the Current Financial Year or the Salary Certificate* 
General

Photo copy of PAN card is mandatory & should be submitted on your day of joining**

{Non PAN card holders, please apply immediately} 
2 Passport Size Photographs 
Photo copy of the Passport* 
Candidate Blood Group Information 
Additional Documents - If any 
* If applicable

** Very important & Critical document
We look forward to you joining us, where the BEST choose to be.

Regards
(Name of person authorized to make offer) 

(Position) 

(Company)
