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Year  Name of student placed  and contact details Page Nos. 

2015-16 

CHINTALA KRUPANAND; 8330930083 

 01 to 08 
POTALA SRAVAN KUMAR; 9000474914 

PANDIRI PRIYANKA DEVI; 9493900936 

HARI ROHIT, 9491469165 

2016-17 

SATIVADA MOUNIKA SAI; 77026110165 

 09 to 18 
VEMALA JAGADEESH; 7286950544 

YETCHARLA RAGHU; 7036252322 

SAI SARATH MADUGULA; 7731935025 

2017-18 

DASARI SWATHI; 9705007926 

 19 to 31 

KARRI CHITTI SANATH; 8897888369 

CHAPPA INDIRA; 9542253804 

PANDITHA SANDEEP PANIGRAHI; 

9885609369 

SHAIK RAZZAQ; 9493417453 

2018-19 

Babji Durga; 9703381681 

 32 to 36 
Yedulla Dakshayani; 9491359122 

IPPILI MANIKANTA; 9989535692 

JAGARAPU ANJANADEVI; 8341110894 

2019-20 

D. Madhurima; 7382453596 

 37 to 50 

Lahari Manthini; 7287820545 

Divya Karri; 7981552502 

Pavan Kalyan Kallapalli; 7386737377 

Bala Chandra Neelam; 7386061979 
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CLOVE TECHNOLOGIES PRIVATE LIMITED
V. V. G Park View, Plot No: 50, Kavuri Hills, Hyderabad – 500081.

Form 16

Form 16 Details:

Employee Name : Shaik Razzaq

Employee Number : Clove-1829

Employee PAN : JZWPS0200J

Employee Designation : Trainee GIS Engineer

Financial Year : 2018 - 2019

Assessment Year : 2019 - 2020

Form No. 16  enclosed : YES

Form No. 12BA enclosed : YES

Gross Total Income : 0.00

Tax Deducted : 0.00

Signature Details:

This form has been signed and certified using a Digital Signature Certificate as specified under section 119 of the income-tax Act, 1961. (Please refer 
Circular No.2/2007, dated 21-5-2007).

The Digital Signature of the signatory has been affixed in the box provided below. To see the details and validate the signature, you should click on the 
box.

.

Caution: Please do not attempt to modify / tamper with your Form16. Any alternation will render the same invalid.

#signature-element
#signature-element


PART B

Name and address of the employer Name and designation of the employee

CLOVE TECHNOLOGIES PRIVATE LIMITED
V. V. G Park View, Plot No: 50, Kavuri Hills, Hyderabad – 500081.

Shaik Razzaq - Clove-1829
Trainee GIS Engineer

PAN No. of Deductor TAN No.of Deductor Address of the Employee

AACCC3809Q HYDC01918A 39-1-23/1, Murali Nagar East, Vishakapatnam 530007

Employee PAN: JZWPS0200J

CIT (TDS) Assessment Year Period

Address: The Commissioner of Income Tax (TDS),Room No. 411, 
Income Tax Towers, 10-2-3 A.C. Guard ,

2019 - 2020 From To

City: Hyderabad Pin Code: 500004 Nov 2018 Mar 2019

DETAILS OF SALARY PAID AND ANY OTHER INCOME AND TAX DEDUCTED

1. Gross Salary
(a) Salary as per provisions contained in section 17(1) Rs. 34,137.00

BASIC 17,055.00
HRA 8,527.00
CONVEYANCE 7,110.00
MEDICAL ALLOWANCE 1,413.00
ALLOWANCE 32.00

(b) Value of perquisites under section 17(2) (as per Form No.12BA, 
wherever applicable)

Rs. 0.00

(c) Profits in lieu of salary under section 17(3) (as per Form No.12BA, 
wherever applicable)

Rs. 0.00

(d) Total Rs. 34,137.00

(e) Reported total amount of salary received from other employer(s) Rs. 0.00

2.  Less : Allowance to the extent exempt under section 10

(g) Total amount of any other exemption under section 10 Rs. 0.00

(h) Total amount of exemption claimed under section 10
[2(a)+2(b)+2(c)+2(d)+2(e)+2(g)]

Rs. 0.00

3. Total amount of salary received from current employer [1(d)-2(h)] Rs. 34,137.00

4. Less: Deductions under section 16

(a) Standard deduction under section 16(ia) Rs. 34,137.00

(b) Entertainment allowance under section 16(ii) Rs. 0.00

(c) Tax on employment under section 16(iii) Rs. 0.00

5. Total amount of deductions under section 16 [4(a)+4(b)+4(c)] Rs. 34,137.00

6. Income chargeable under the head "Salaries" [(3+1(e)-5] Rs. 0.00

7. Add: Any other income reported by the employee under as per section 192 (2B)

(a) Income (or admissible loss) from house property reported by
employee offered for TDS

Rs. 0.00

(b) Income under the head Other Sources offered for TDS Rs. 0.00

8. Total amount of other income reported by the employee
[7(a)+7(b)]

Rs. 0.00

9. Gross total income (6 + 8) Rs. 0.00

10. Deductions under Chapter VI-A

Gross Amount Deductible 
Amount

(a) Deduction in respect of life insurance premia, contributions to
provident fund etc. under section 80C

Rs. 2,047.00 Rs. 0.00

(b) Deduction in respect of contribution to certain pension funds under 
section 80CCC

Rs. 0.00 Rs. 0.00

(c) Deduction in respect of contribution by taxpayer to pension scheme 
under section 80CCD (1)

Rs. 0.00 Rs. 0.00

(d) Total deduction under section 80C, 80CCC and 80CCD(1) Rs. 2,047.00 Rs. 0.00

(e) Deductions in respect of amount paid/deposited to notified pension 
scheme under section 80CCD (1B)

Rs. 0.00 Rs. 0.00

(f) Deduction in respect of contribution by Employer to pension scheme 
under section 80CCD (2)

Rs. 0.00 Rs. 0.00

(g) Deduction in respect of health insurance premia under section 80D Rs. 0.00 Rs. 0.00

(h) Deduction in respect of interest on loan taken for higher education under 
section 80E

Rs. 0.00 Rs. 0.00



Gross Amount Qualifying Amount Deductible Amount

(i) Total Deduction in respect of donations to certain funds, charitable 
institutions, etc. under section 80G

Rs. 0.00 Rs. 0.00 Rs. 0.00

(j) Deduction in respect of interest on deposits in savings account under 
section 80TTA

Rs. 0.00 Rs. 0.00 Rs. 0.00

(k) Amount deductible under any other provision(s) of Chapter VI-A

(l) Total of amount deductible under any other provision(s) of Chapter VI-A Rs.  Rs.  Rs.  

11. Aggregate of deductible amount under Chapter VI-A
[10(a)+10(b)+10(c)+10(d)+10(e)+10(f)+10(g)+10(h)+10(i)
10(j)+10(l)]

Rs. 0.00

12. Total taxable income (9 - 11) Rs. 0.00

13. Tax on total income Rs. 0.00

14. Rebate under section 87A, if applicable Rs. 0.00

15. Surcharge, wherever applicable Rs. 0.00

16. Health and education cess Rs. 0.00

17. Tax payable (13+15+16-14)   Rs. 0.00

18. Less: Relief under section 89 (attach details) Rs. 0.00

19. Net Tax payable (17-18) Rs. 0.00

Verification

I, VINAY KUMAR PENMETSA , son/daughter of TIMMA RAJU PENMETSA working in the capacity of DIRECTOR (designation) do hereby certify that the 
information given above is true, complete and correct and is based on the books of account, documents, TDS statements, and other available records.

Place: Hyderabad

.
(Signature of the person responsible for deduction of tax)

Date: 26-Jul-2019 Full Name: VINAY KUMAR PENMETSA

#signature-element
#signature-element


FORM NO.12BA
{See Rule 26A(2) (b)}

Statement showing particulars of perquisites, other fringe benefits or amenities and profits in lieu of salary with value thereof

1) Name and address of the employer : CLOVE TECHNOLOGIES PRIVATE LIMITED
V. V. G Park View, Plot No: 50, Kavuri Hills, Hyderabad – 500081.

2) TAN : HYDC01918A

3) TDS assessment range of the employer : Hyderabad

4) Name, designation  and PAN of employee : Shaik Razzaq - Clove-1829
Trainee GIS Engineer
JZWPS0200J

5) Is the employee a director or a person with substantial interest in the company  
(where the employer is a company)

: No

6) Income under the head "SALARIES" of the employee (other than from perquisites) : 34,137.00

7) Financial year : 2018 - 2019

8) Valuation of perquisites

Sl 
No

Nature of perquisite
(see rule 3)

Value of 
perquisite as per 

rules (Rs.)

Amount, if any 
recovered from

the employee (Rs.)

Amount of perquisite 
chargeable to tax
(3) - (4) (Rs.)

(1) (2) (3) (4) (5)

1 Accommodation 0.00 0.00 0.00

2 Cars/Other automotive 0.00 0.00 0.00

3 Sweeper, gardener, watchman or personal attendant 0.00 0.00 0.00

4 Gas, electricity, water 0.00 0.00 0.00

5 Interest free or concessional loans 0.00 0.00 0.00

6 Holiday expenses 0.00 0.00 0.00

7 Free or concessional travel 0.00 0.00 0.00

8 Free meals 0.00 0.00 0.00

9 Free education 0.00 0.00 0.00

10 Gifts, vouchers etc. 0.00 0.00 0.00

11 Credit card expenses 0.00 0.00 0.00

12 Club expenses 0.00 0.00 0.00

13 Use of movable assets by employees 0.00 0.00 0.00

14 Transfer of assets to employees 0.00 0.00 0.00

15 Value of any other benefit/amenity/service/privilege 0.00 0.00 0.00

16 Stock options (non-qualified options) 0.00 0.00 0.00

17 Other benefits or amenities 0.00 0.00 0.00

18 Total value of perquisites 0.00 0.00 0.00

19 Total value of profits in lieu of salary as per section 17(3) 0.00 0.00 0.00

9) Details of tax:

(a) Tax deducted from salary of the employee u/s 192(1) : 0.00

(b) Tax paid by employer on behalf of the employee u/s 192(1A) : 0.00

(c) Total tax paid : 0.00

(d) Date of payment into Government treasury :  

DECLARATION BY EMPLOYER

I, VINAY KUMAR PENMETSA , son/daughter of TIMMA RAJU PENMETSA working as DIRECTOR do hereby declare on behalf of CLOVE TECHNOLOGIES 
PRIVATE LIMITED that the information given above is based on the books of account, documents and other relevant records or information available with us and the 
details of value of each such perquisite are in accordance with section 17 and rules framed thereunder and that such information is true and correct.

.
Signature of the person responsible for deduction of tax

Place: Hyderabad Full Name: VINAY KUMAR PENMETSA

Date: 26-Jul-2019 Designation: DIRECTOR

#signature-element
#signature-element
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Offer Letter
        

Name: D Madhurima 
Date: Tuesday, October 27, 2020 

Dear Ms. D Madhurima,

With reference to your application and subsequent discussions you had with us, we are
pleased to offer you an appointment with Think and Learn Private Limited (“Company”),
on the following terms and conditions:

1.    Date of Joining & Work Location: Your appointment becomes effective from the
date of joining the services of the Company, which date shall be no later than Tuesday,
November 3, 2020 . Your work location would be Bangalore - IBC Knowledgepark /
Bangalore or any other location as may be assigned by the Company. The Company
reserves the right to transfer you to any location, as the Company may deem fit, from
time to time.

2.    Term: The term of this Agreement would be for a period of 2 months
(approximately), commencing from your date of joining. This Agreement will
automatically expire upon   the completion of this term unless terminated earlier as per
the provisions of Clause 11 of this Agreement.

3.    Background Check: The Company may, at its discretion, conduct background
verification, prior to or at any time after commencement of this Agreement, to verify,
including but not limited to, your professional certifications, designations or licenses,
educational background, identity, proof of age, address, past work experience (if any)
and criminal records. You hereby provide your express consent to the Company for
conducting such background checks. This Agreement is subject to validation of any
information provided by you to the Company and to the satisfactory outcome of the pre-
employment screening activities (including background verification and criminal history
check).

4.    Offer of permanent position: It shall not be obligatory on the part of the Company to
offer a permanent position to you on expiry of this Agreement. This offer of employment
will be subject to the satisfactory performance during training and also subject to
production of necessary documents including educational and professional certificates
and may be rescinded in the event such necessary documents are not provided to the
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Company. Upon satisfying the above conditions, conversion to the role of BDA will be
done with a compensation of 10LPA (7LPA fixed + 3LPA variable) for the role of BDA -
Direct Sales or 8 LPA (5 LPA fixed + 3 LPA variable) for the role of BDA - Inside Sales.
However, the Company may at its sole discretion and its business requirements may
decide not to extend an offer of employment. Moreover, if the Company finds that you
have achieved your training target through improper means resulting in the reduction of
your achieved revenue, the Company will have the right to terminate your employment
even after the permanent position has been offered.

5.    Department, Designation & Reporting Manager:

Department                     : Business Development (51000000) 
Designation                     : Business Development Trainee - Sales 
Reporting Manager         : Rahul Raj (TNL201605108) 
Role Location                 : Bangalore - IBC Knowledgepark / Bangalore
BDT Training Location    : Byjus - Bangalore 

The two months training will be conducted out of BDT Training Location. Upon
successful completion of the training and post your conversion, you will be posted in the
Role Location.

6.    Cost to the Company: Your compensation is INR 25000 per month. You are also
eligible for a performance pay up to INR 2,00,000/- based on your individual targets and
performance numbers during your 2 months training period.

7.    Deductions: The Company shall be entitled to deduct from the above remuneration
payable to you, the following contractual, statutory and compulsory deductions:

(a)    Provident Fund;
(b)    Income tax deducted at source at the rates applicable;
(c)    Employment / professional taxes;
(d)    Dues to Company including loans and advances; or
(e)    Any other applicable statutory deductions

The income tax liability with regards to your salary and perks will be your liability, and
will be governed by the applicable tax laws of the country as applicable from time to
time.

8.    Expense Reimbursement: In addition to the aforementioned salary, you shall be
paid the expenses incurred by you on behalf of the Company or its clients as
authorized, in connection with the duties executed by you, and upon presenting
supporting vouchers/documents. The Expense Policy applicable to you will be shared
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with you on joining.

9.    Company Policies: You will be governed by the Company’s policies, regulations
and procedures on the office timings, anti-sexual harassment, leave, travel, transfers,
misconduct, etc., presently in force or as introduced/amended from time to time. You
are eligible for leave as per the Company’s leave policy, which can be viewed under
‘Policies’ tab in your ‘Employee Service Platform Account’ and/or the ‘Employee’s
Handbook’ provided to you.

10.    Leaves: You will be entitled to get 1 casual leave/sick leave per month. Employees
whose date of joining service falls between 1st to the 15th of a month are entitled to get
the leave credit for that month. Employees whose date of joining service falls between
16th to the end of the month are not entitled for the leave credit for that month.

11.    Absence from duty: When an employee takes off from duty without prior leave
approval or proper intimation under certain unavoidable circumstances, then those
day/days will be treated as absence from duty. The days of absence will be treated  
under loss of pay. The employee has to report to his / her department head on rejoining
duty from absence and provide valid reasons for absence in writing before taking up  
work again. If an employee is absent from duty for more than 4 days (including paid   
and unpaid leaves / consecutive or cumulative), training will be discontinued without any
notice.

12.    Termination: Subject to Clause 2, your services may be terminated in the following
manner:

a)    The Company will be entitled to terminate your services by giving you 48 hours’
notice in writing, or by payment of 48 hours’ salary in lieu of such notice. In the event
you desire to leave the services of the Company, you will be required to give the
Company 48 hours’ notice in writing or 48 hours’ salary in lieu of such notice.
b)    In the event of termination on disciplinary grounds including but not limited to
embezzlement, fraud, gross negligence, willful misconduct, or a material violation of
Company policies or you are found to be absconding from the services of the Company
or for any other reasons causing grievous loss / damage / disrepute to the Company /
associates, your termination will be immediate and without any notice or compensation.
c)    In the event of your resignation from the services of the Company, you will be
required to give the Company 48 hours’ written notice. The notice period has to be
served in full, unless otherwise agreed by the Company in writing. In case of    failure to
give the above notice period, the Company shall have the right to deduct the salary in
lieu of the notice period and you will not be eligible to be hired by the Company in future.
You shall, on ceasing to be an employee of the Company for any reason and in addition
to the obligations under the Non-Disclosure and Confidential Information Agreement,
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forthwith return all Company properties, movable and immovable, including all Company
information and data in any form, files, reports, memoranda, software, credit cards, door
and file keys, computer access codes, laptops, desktops, and such other property which
you received or in possession or prepared in connection with your employment with the
Company.

13.    Confidential Information: As an employee, you may come in to possession of
information confidential to the Company and agree to keep confidential, Company’s
proprietary and confidential information obtained at any time during the period of your
employment in the Company. Confidential information includes, and is not limited to;
course materials, videos, financial documents and other relevant documents. You shall
not disclose such Confidential Information to any person. You shall not make any copies
of the Confidential Information. You shall not disclose, reproduce or use any   
Confidential Information for any purpose except solely in connection with your
performance in company. Your obligations with respect to confidentiality shall be more
fully detailed under the Non-Disclosure and Confidential Information Agreement  
executed by you with the Company and you shall at all times be bound by the provisions
laid therein.

14.    Intellectual Property Rights: All the intellectual property rights in the material
developed by you, class material and related documents shall at all times remain the
property of the Company. You shall provide all assistance and execute all deeds and
documents required to vest the intellectual property rights with the Company. In the
event any of the intellectual property rights are not assignable under applicable laws,
you shall provide exclusive, transferable, assignable, royalty-free right in such
intellectual property in perpetuity to the Company. You shall not assert any right, title
and interest over such intellectual property rights.

15.    Indemnity: You hereby agree to indemnify and keep indemnified and hold the
Company harmless from and against any loss, claim, damage, costs, taxes, duties,
additions, penalties, interest thereon or expenses of any kind, including reasonable
attorney’s fees, incurred/sustained or caused to be incurred/sustained by the Company
on account of:
a.    Any act or omission by you;
b.    Contravention of any of the terms, conditions, covenants of this letter or the Non-
Disclosure and Confidential Information Agreement;

c.    Any representation or warranty or information furnished to the Company found to be
false;
d.    Violation/non-compliance with any laws/rules/regulations while rendering the
services; and/or
e.    Failure to adhere to the standards/specifications/policies of the Company.
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16.    General Provisions:

a.    You are required to devote your entire time, attention and effort to the furtherance
of the business of the Company and to continually develop your professional skills in the
interest of the Company and yourself. You shall not, during your employment with the
Company, directly or indirectly engage yourself in or devote any time or attention to any
part-time employment or business or position of monetary interest, other than that of the
Company. Further, you shall not divulge, communicate or pass any information in any
form, related to any aspect of the Company to anyone outside the Company.
b.    You shall endeavor to uphold the good image of the Company and shall not by your
conduct adversely affect the reputation of the Company and bring disrepute to the
Company, in any manner whatsoever. You shall not conduct yourself in any manner
amounting to breach of confidence reposed in you or inconsistent with the position of
responsibility occupied by you. You shall at all times deal with the Company’s money,
material and documents with utmost honesty and professional ethics.
c.    Your individual remuneration is purely a matter between yourself and the Company
and has been arrived at on the basis of our specific background and professional merit.
The Company expects that you maintain this information and any future changes to your
remuneration, as strictly personal and confidential.
d.    During the course of your employment, if you, at any time render yourself
incompetent to perform your duties or if you should misconduct yourself or be
disobedient, intemperate, irregular in attendance, commit breach of the terms of your
employment or of any of the stipulations herein contained, the Company shall without
prejudice to any of its rights under the terms herein contained, be entitled   to terminate
your employment forthwith without notice or payment in lieu of notice and deduct from
your salary or other emoluments, if any, then due to you,   including the amount of any
damage that the Company may have sustained.
e.    You will keep the Company informed of any change in your residential address,
your family status or any other personal particulars relevant to your employment, as and
when the change occurs.
f.    You are required to sign a ‘Non-Disclosure and Confidential Information Agreement’
with the Company, prior to joining the services of the Company. Your employment with
the Company shall be contingent upon you executing the said agreement.
g.    You will be subject to the Company’s rules and regulations for the time being in
force and as varied from time to time.
h.    The Company will deduct taxes as appropriate and consistent with applicable tax
laws and regulations. You will be responsible for your tax liabilities under all applicable
tax laws and regulations.
i.    This letter constitutes the complete understanding between you and the Company
regarding the terms of your employment with the Company. This supersedes any and all
other agreements, either written or oral, between you and the Company regarding your
employment. Any modification of this letter will be effective only if it is in writing, signed
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by both parties.
j.    All disputes arising herein shall be governed by the laws of India and the jurisdiction
to entertain and try such dispute shall vest exclusively in the courts of Bangalore,
Karnataka.

The terms of your employment contract detailed above are strictly confidential and
should be treated as privileged information between yourself and the Company. You are
expected to maintain such information appropriately.

You are requested to signify your acceptance of the terms and conditions by signing
and returning to us the duplicate copy of this letter.

We look forward to you joining us at the earliest. We are certain that you will find
challenge, satisfaction and opportunity in your association with the Company.

You are requested to carry the below mentioned documents on your joining date

1.    10th Mark sheet
2.    12th Mark sheet
3.    Graduation/Post Graduation Mark sheet–All semester mark sheet
4.    Graduation/Post Graduation–Provisional Certificate/Course Completion Certificate
5.    Resume
6.    BYJU’S Offer Letter
7.    Pan Card
8.    Aadhaar Card
9.    Voter ID/Passport/Driving License
10.  Cancelled Cheque/Bank Statement/Bank Passbook
11.  3 Passport Size Photograph
12.  All current & previous companies relieving/experience letter(Only for experienced
candidate)
13.  Current/Last company’s last three months’ pay slips (Only for experienced
candidate)

 

Yours sincerely,

Think & Learn Pvt. Ltd.                                         Accept Job Offer by signing below

Human Resource                                                  Signature:
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This is system generated offer letter and does not require authorized signature.
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February 3, 2020 

 

Lahari Manthini 

laharimanthini123@gmail.com 

 

Dear Lahari Manthini, 

 

Further to our interactions with you, we are pleased to offer you the position of Associate - Training with the 

Aptitude Practice at Focus 4-D Career Education Pvt. Ltd (referred to as FACE – Focus Academy for Career 

Enhancement). 

 

Your supervisory arrangements will be communicated upon joining. During the course of your employment with us, 

you may be transferred to any of the company’s locations based on organizational needs. In addition to the duties 

that were outlined during your interviews, you shall perform such other duties as are customarily associated with 

such a position and as the authorized representatives of the management may from time to time require. You shall 

devote your full business efforts and time to FACE and agree to perform your duties faithfully and to the best of your 

ability.  

 

The period from your joining date to your course completion will be treated as an Internship. During this period you 

will be paid a stipend of Rs.1000/- out of which Rs.8000/- will be fixed and Rs.2000/- will be performance based 

pay. Your performance during this internship period will be considered in deciding the confirmation of employment, 

post successful completion of your course. 

 

Upon confirmation of employment, you will be inducted as an Associate - Training with an Annual CTC of 

Rs.288000/-. The break-up of the same is provided in Annexure I. In addition, all expenses incurred for official 

purposes such as business travel will be reimbursed as per company policy. 

 

Your appointment will include a commitment of service for a period of 2 years starting from the date of confirmation 

of employment. This letter is a communication of an employment offer and is not a letter of appointment. I hope 

that you will accept this offer by signing this letter in the space below (in all pages) and returning it to me as soon as 

possible, but no later than 3 days from the date of offer. 

 

We look forward to your arrival at our company and are confident that you will play a key role in our company's 

expansion. 
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Annexure I: Compensation Structure 

Name Lahari Manthini Position & Department Associate - Training 

# Components of Total Fixed Pay Per Annum (in INR) 

1 Basic Pay 96000 

2 House Rent Allowance 38400 

3 Medical Allowance 15000 

4 Conveyance Allowance 19200 

5 Special Allowance  49800 

6 Provident Fund (Employer Contribution) 21600 

 Total Fixed Pay per annum 240000 

 Annual Performance Linked Pay (Maximum) 48000 

 
Total Cost to Company 288000 

 

Notes: *Associates will be covered under the company group insurance policies for Life Cover (Rs.10,00,000). The 
premium for the same will be borne by the company. 

*If the employee opts out of the Provident Fund facility, the Contribution to the same shall be appropriately adjusted 
into the Special Allowance and paid out. 
 
Thank you  
Yours sincerely 
For Focus 4 – D Career Education Pvt Ltd 

 
Vijay Anand P S 

Manager – (HR Ops & Strategy) 
 

 

ACCEPTANCE OF OFFER 

I hereby confirm that I accept the above offer with all its terms and conditions of employment. 

 

 

 

 

Name & Signature of the candidate with date of acceptance 





  
  
  

 
Date        :  27-Jan-2020
Name      :  Pavan Kalyan Kallpalli
Location : Andhra pradesh,
Address  : Dr No:2-80, , Vishikapatnam, Andhra Pradesh - 530001
 
 
 Dear Pavan ,
 
 Subject : Offer letter of employment as Business Development Executive.
 
With reference of your application and subsequent interview with us, we are pleased to offer you the position of Business
Development Executive. Your cost to company(CTC) and other terms of service shall be as per the discussion you had with
us.
 
We would expect you to join as early as possible but not later than 27-Jan-2020, beyond which the offer would stand
withdrawn, unless a new date is mutually agreed upon, and confirmed in writing.
 
As the first step to joining, we would require you to kindly upload the following documents.

Copies of Educational Certificates.
Passport size photographs.
Last payslip received from the previous employer.
Clearance from previous employer.
Address Proof.
Identification Proof(PAN Card/Driving License/Voter ID/Passport Copy).
PF documents (Form 11 & Form 2).
Reference sheet form.
Adherence to Anti Corruption Policy.

 
The URL for the link is: https://careers.extramarks.com/index/filldetail/refId/NDg5MDgzNzM=

You would also need to upload a scanned copy of this letter with your acceptance. In case you need any help or have any
query, do let us know.
 
You are being offered the above position on the basis of authenticity of the information, preliminary documents (if any)
provided/submitted by you about your education, experience etc. This offer letter (including the appointment, if made) can be
withdrawn/terminated at any point in time (without any legal liability on the Company), if the information provided by you
is/are found to be untrue/false.

You agree, acknowledge and authorize the Company to carry out necessary verification, background check on you (which may
be carried out by a third party) from your institution, college, previous employer etc. Should the Company receive any negative
feedback during such verification, background check, the Company shall be well within its right to withdraw/terminate this
offer letter (including your appointment, if made) without any legal liability on the Company.
 
We are confident you will find this new opportunity both challenging and rewarding. We are excited to have you on board and
wish you a great career ahead !
 
Sincerely,

HR Department
 
I have been explained the terms and conditions of my employment and I have understood the same and accept them entirely. I
shall join service on or before 27-Jan-2020.
 
___________
Accepted
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February 3, 2020 

 

N Bala Chandra 

balachandraneelam9@gmail.com 

 

Dear N Bala Chandra, 

 

Further to our interactions with you, we are pleased to offer you the position of Associate - Training with the 

Aptitude Practice at Focus 4-D Career Education Pvt. Ltd (referred to as FACE – Focus Academy for Career 

Enhancement). 

 

Your supervisory arrangements will be communicated upon joining. During the course of your employment with us, 

you may be transferred to any of the company’s locations based on organizational needs. In addition to the duties 

that were outlined during your interviews, you shall perform such other duties as are customarily associated with 

such a position and as the authorized representatives of the management may from time to time require. You shall 

devote your full business efforts and time to FACE and agree to perform your duties faithfully and to the best of your 

ability.  

 

The period from your joining date to your course completion will be treated as an Internship. During this period you 

will be paid a stipend of Rs.1000/- out of which Rs.8000/- will be fixed and Rs.2000/- will be performance based 

pay. Your performance during this internship period will be considered in deciding the confirmation of employment, 

post successful completion of your course. 

 

Upon confirmation of employment, you will be inducted as an Associate - Training with an Annual CTC of 

Rs.288000/-. The break-up of the same is provided in Annexure I. In addition, all expenses incurred for official 

purposes such as business travel will be reimbursed as per company policy. 

 

Your appointment will include a commitment of service for a period of 2 years starting from the date of confirmation 

of employment. This letter is a communication of an employment offer and is not a letter of appointment. I hope 

that you will accept this offer by signing this letter in the space below (in all pages) and returning it to me as soon as 

possible, but no later than 3 days from the date of offer. 

 

We look forward to your arrival at our company and are confident that you will play a key role in our company's 

expansion. 
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Annexure I: Compensation Structure 

Name N Bala Chandra Position & Department Associate - Training 

# Components of Total Fixed Pay Per Annum (in INR) 

1 Basic Pay 96000 

2 House Rent Allowance 38400 

3 Medical Allowance 15000 

4 Conveyance Allowance 19200 

5 Special Allowance  49800 

6 Provident Fund (Employer Contribution) 21600 

 Total Fixed Pay per annum 240000 

 Annual Performance Linked Pay (Maximum) 48000 

 
Total Cost to Company 288000 

 

Notes: *Associates will be covered under the company group insurance policies for Life Cover (Rs.10,00,000). The 
premium for the same will be borne by the company. 

*If the employee opts out of the Provident Fund facility, the Contribution to the same shall be appropriately adjusted 
into the Special Allowance and paid out. 
 
Thank you  
Yours sincerely 
For Focus 4 – D Career Education Pvt Ltd 

 
Vijay Anand P S 

Manager – (HR Ops & Strategy) 
 

 

ACCEPTANCE OF OFFER 

I hereby confirm that I accept the above offer with all its terms and conditions of employment. 

 

 

 

 

Name & Signature of the candidate with date of acceptance 
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