
 

 

 

 

 

 

 
 

 

 

 

 

 

5.2.1 

SAMPLE OFFER LETTERS 

B. PHARM 

2017-2018 
 

 

SUMMARY 
 

Sr. No. Name of the Student 

Name of the Company 

Offer 

 Letter Page No 

1 Kavita Mungase Maven 02-06 

2 Ayesha Shaikh Advatmed LLP 07-08 

3 Mahesh Dhekale 6i Pain Healthcare 09-09 

4 Rahul Lendave Fourrts laboratories 10-10 

5 Rahul Parmar Advatmed LLP 11-12 
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November 20, 2018 
 

 
Kavita  Arjun Mungase 
House No C-3, Balaji nagar 
Indraprasth Society, Medankarwadi 
Chakan, Pune, Maharashtra-410501 
Mobile No: 9139574369 

 
Subject: Letter of Appointment 

 

Dear Ms. Kavita  Arjun Mungase, 

APPOINTMENT AS:  Nursing Home Associate 

We are pleased to appoint you as Nursing Home Associate at Pune in our organization, effective 
November 13, 2018 on the following terms and conditions: 

1. Posting & Transfer 

For the present, you will be located at Pune. However, your services are liable to be transferred, 

at the sole discretion of Management, in same or such other capacity as the company may 

decide, to any department / section, location, associate, sister concern or subsidiary, at any place 

in India or abroad, whether existing today or which may come up in future.   In such a case, you 

will be governed by the terms and conditions of the service applicable at the new placement 

location. 

2. Probation 

You will be on probation for a period of six months.  The period of probation can be extended at 

the sole discretion of the Management and you will be kept informed in writing. You will continue 

to be on probation till such time you are confirmed in writing to that effect. Any leave taken during 

the probation and/or extended probation period shall be considered as leave without pay and 

salary equivalent to number of days absence/leave shall be deducted from your salary. During 

probationary period, your employment with the Company may be terminated at any time, without 

notice or assigning any reason thereof at the sole discretion of the Company. 

3. Terms of employment 

Your position is a whole time employment with the Company and you shall devote yourself 

exclusively to the business and interests of the company. You will not take up any other work for 

remuneration (part time or otherwise) or work in an advisory capacity, or be interested directly or 

indirectly (except as shareholder / debenture holder), in any other trade or business during your 

employment with the company, without permission in writing of the MD of the Company.   
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You will also not seek membership of any local or public bodies without first obtaining specific 

permission from the Management in writing.    

 

4. Responsibilities & Duties 

Your work in the organization will be subject to the rules and regulations of the organization as 

laid down in relation to conduct, discipline and other matters. Since Maven is working with leading 

MNCs as service provider and is contractually bound by their stringent global compliances. You 

will always be alive to responsibilities and duties attached to your office and conduct yourself 

accordingly. You must effectively perform to ensure results.  

 

5. Compliance 

Apart from the maven code of conduct you are expected to adhere to the various global 

compliances of the client organization too. Maven in addition has a separate cell; in which the 

employees are expected to report/register the compliances either through the mail or telephone 

as given in your welcome kit. 

 

6. Compensation  

The details of your annual compensation package including Basic salary, allowances, benefits, 

perquisites, reimbursements and other statutory payments (the “Compensation Package”) are 

detailed in Annexure “A”. Your compensation will be taxable as per the applicable rules. 

 

7. Leave  

You will be entitled for leaves as per Company’s leave policy.  

 

8. Retirement 

The retirement age is 58 years.  You will retire from the employment of the Company at the end of 

the month in which you attain 58 years of age. 

 

9. Termination of employment 

During the probationary period and any extension thereof, your services may be determined by 

either side without any prior notice. After confirmation, your services can be determined and/or 

terminated by either side by giving one month (30 days) notice or basic salary in lieu thereof. 

Upon termination of employment, you will immediately hand over to the Company all 

correspondence, specifications, books, documents, electronic gadgets (provided by the 

company), or records belonging to the Company or relating to its business and shall not retain or 

make copies of these items. Upon termination of employment, you will also return all company 

property, which may be in your possession 
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10. Confidentiality 

You will be governed by the company’s confidentiality policy and have to sign NDA (Non 

Disclosure Agreement) as per the attached Annexure B. 

 

11. Declaration 

If any declaration given, or information furnished by you, to the company proves to be untrue, or if 

you are found to have willfully suppressed any material information, in such cases, you will be 

liable to be terminated from the services of the company without any notice. 

In case of any change in personal details/address, you are required to inform the same to the HR 

department immediately. 

Please confirm your acceptance of the appointment by signing and returning a copy of this letter. 

Regards, 

 

for Maven Marketing Private Limited,                                                                          

  

                     

       
      Manager-HR                              Ravi Sankar K. 

                                               Chief Executive Officer            

      

 

 

 

I have read the terms and conditions of the letter of appointment and confirm my acceptance of 

the  same. 

                                                                                           

                                                                  

 

 

 

                                                                     (Signature and Date) 
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Annexure A 
 

Table 1 

 

 

Kavita  Arjun Mungase 

Nursing Home Associate 

 
Monthly Annualized 

   Pay Components:   

Basic 8866 106392 

HRA 4428 53136 
Gross 
(Sum of Pay Components) 13294 159528 

   

Deduction:   

PF – 12% 1064 12768 

ESI – 1.75% 233 2796 

Total Deduction 1297 15564 

   
Net Salary 
(Gross – Total Deduction) 11997 143964 

   

Company Contribution:   

PF – 12% 1064 12768 

ESI – 4.75% 632 7584 

GPA 10 120 

Total Company Contributions 1706 20472 

   
CTC 
(Gross + Total Company Contribution) 15000 180000 

                              Note: Statutory deductions will be as per the applicable law 
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Table 2 

 

Working Allowances Amount (in Rs) 

Head Quarter Rs.175/-per day 

Ex – head Quarter Rs.200/- per day 

Out station Rs.500/- per day  

Outstation Travel 
Allowance 

To be reimbursed on actuals 

Mobile Expenses Maximum limit of Rs.400/- per month (on submission of bills) 

                                                Note: Allowances are governed by the company policy. 
 

* Outstation is a place where you stay overnight and work in the same place or adjoining areas the next day 
and this outstation is approved by your Manager and a part of SFC 
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