
5.2.1.2 

Number of Outgoing Students Year Wise during the Last Five Years 

 

Academic 

Year 

Number of Students Appeared in 

Final Year Examination 

Number of Students Passed in Final Year 

Examination / No of Outgoing Students 

2022-23 4296 4035 

2021-22 4501 4322 

2020-21 3862 3767 

2019-20 2588 2468 

2018-19 2201 2083 

 



Year 
Name of student who has 

been placed  
Program graduated from   Year of 

graduation
Name of the  employer with contact details 

Pay package at appointment 
(In INR per annum)

2023 Anand Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022

 Glenmark Life Sciences Limited, Contact: 91 
2646222265/69

214848

2023 Rajesh Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022

 Glenmark Life Sciences Limited, Contact: 91 
2646222265/70

214848

2023 Rahul Patel
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022

 Glenmark Life Sciences Limited, Contact: 91 
2646222265/71

214848

2023 Sachin Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022

 Glenmark Life Sciences Limited, Contact: 91 
2646222265/72

214848

2023 Satyajeet Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022

 Glenmark Life Sciences Limited, Contact: 91 
2646222265/73

214848

2023 Satyam vasts
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022

 Glenmark Life Sciences Limited, Contact: 91 
2646222265/74

214848

2023 Shivam Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022

 Glenmark Life Sciences Limited, Contact: 91 
2646222265/75

214848

2023 Sonu Kumar Yadav
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022

 Glenmark Life Sciences Limited, Contact: 91 
2646222265/76

214848

2023 Anand Kumar Singh
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022

 Glenmark Life Sciences Limited, Contact: 91 
2646222265/77

214848

2023 SUJATA MEHTA
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022

ICICI Prudential SHUBHAM SINGH /HR 
E/ICICIPRU/Patna shubham.singh@iciciprulife.com

230000

2023 SHIVENDRA KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022

ICICI Prudential SHUBHAM SINGH /HR 
E/ICICIPRU/Patna shubham.singh@iciciprulife.com

230000

YEARWISE LIST OF CANDIDATES PLACED IN DIFFERENT COMPANIES FROM COCAS, PATNA



2023 MOIN ASHRAF
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022

ICICI Prudential SHUBHAM SINGH /HR 
E/ICICIPRU/Patna shubham.singh@iciciprulife.com

230000

2023 SHREYASH RAJ
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022

ICICI Prudential SHUBHAM SINGH /HR 
E/ICICIPRU/Patna shubham.singh@iciciprulife.com

230000

2023 YASH RAJ
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022

ICICI Prudential SHUBHAM SINGH /HR 
E/ICICIPRU/Patna shubham.singh@iciciprulife.com

230000

2023 DIVYANSHU RAUSHAN
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022

ICICI Prudential SHUBHAM SINGH /HR 
E/ICICIPRU/Patna shubham.singh@iciciprulife.com

230000

2023 PIYUSH KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022

ICICI Prudential SHUBHAM SINGH /HR 
E/ICICIPRU/Patna shubham.singh@iciciprulife.com

230000

2023 UJALA KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022

ICICI Prudential SHUBHAM SINGH /HR 
E/ICICIPRU/Patna shubham.singh@iciciprulife.com

230000

2023 NITISH KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022

ICICI Prudential SHUBHAM SINGH /HR 
E/ICICIPRU/Patna shubham.singh@iciciprulife.com

230000

2023 SHWETA KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022

ICICI Prudential SHUBHAM SINGH /HR 
E/ICICIPRU/Patna shubham.singh@iciciprulife.com

230000

2023 ANJALI KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022

ICICI Prudential SHUBHAM SINGH /HR 
E/ICICIPRU/Patna shubham.singh@iciciprulife.com

230000

2023 Mitali Misra
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

ICICI Prudential SHUBHAM SINGH /HR 
E/ICICIPRU/Patna shubham.singh@iciciprulife.com

230000

2023 Anchal Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023 Piramal Finance/ Ph: 912262309400 244000

2023 Anjani Kumar Misra
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023 Piramal Finance/ Ph: 912262309400 244000



2023 Kumar Abhinay
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022 Piramal Finance/ Ph: 912262309400 244000

2023 Kr. Priyanka Gupta
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022 Piramal Finance/ Ph: 912262309400 244000

2023 Kalyani Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022 Piramal Finance/ Ph: 912262309400 244000

2023 Nilesh Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022 Piramal Finance/ Ph: 912262309400 244000

2023 Shubham Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Svatantra Microfin Private Limited – 

rated CARE AA
+91 022–61415900 |

280000

2023 Pritesh Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna 2023
Svatantra Microfin Private Limited – 

rated CARE AA
+91 022–61415900 |

280000

2023 Nivas Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna 2023
Svatantra Microfin Private Limited – 

rated CARE AA
+91 022–61415900 |

280000

2023 Amit Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna 2023
Svatantra Microfin Private Limited – 

rated CARE AA
+91 022–61415900 |

280000

2023 Manan Anand
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Svatantra Microfin Private Limited – 

rated CARE AA
+91 022–61415900 |

280000

2023 Prashant Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Svatantra Microfin Private Limited – 

rated CARE AA
+91 022–61415900 |

280000



2023 Shekhar Ranjan
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Svatantra Microfin Private Limited – 

rated CARE AA
+91 022–61415900 |

280000

2023 Rahul Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Svatantra Microfin Private Limited – 

rated CARE AA
+91 022–61415900 |

280000

2023 Kamala Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Svatantra Microfin Private Limited – 

rated CARE AA
+91 022–61415900 |

280000

2023 Surabhi
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000

2023 MITALI MISHRA
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000

2023 Vishal prakash
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000

2023 Madhvi Anand Chaudhary 
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000

2023 MUSKAN KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000

2023 ANKITA ANKITA
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000

2023 ARYAN KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000

2023 SHRISHTY SHARAN
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000



2023 HARSH RAJ
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000

2023 VIDHYA RANI
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000

2023 PRITY SINHA
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000

2023 Yashasvini Khatri
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000

2023 Prerna Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000

2023 Harsh
College of Commerce, Arts and Science, 

Patliputra University, Patna 2023
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000

2023 Nishi Kapoor
College of Commerce, Arts and Science, 

Patliputra University, Patna 2023
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000

2023 Vishal Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna 2023
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000

2023 Priyanshu Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna 2023
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000

2023 Sheelvardhan Raj
College of Commerce, Arts and Science, 

Patliputra University, Patna 2023
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000

2023 Manvi Singh
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000

2023 Shradha Rani
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000



2023 Mayank Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000

2023 Pramit Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000

2023 Shahil Singh
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000

2023 Aradhana Bharti
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000

2023 AshutoshRaj
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000

2023 Harsh
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000

2023 Sahil Gupta
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000

2023 Ayush Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000

2023 Durgesh nandhini
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000

2023 Ayush kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000

2023 Sanjana kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000

2023 Aashika sharma
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000



2023 Namrata bhagat
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000

2023 Nitish Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000

2023 Rohit Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000

2023 Abhay Aaryan
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000

2023 Shreyas Raj
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000

2023 Soni Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000

2023 Shikha Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
Tata Consultancy Service  

Mail to:  Rahul.navin@tcs.com  
220000

2023 Ravi Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022 UTKARSH BANK SMALL FINANCE BANK 230000

2023 Ujala Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna 2023 UTKARSH BANK SMALL FINANCE BANK 230000

2023 Nirala
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022 Wipro WILP Ph: 080 28440011/12 210000

2023 Kumar Manas
College of Commerce, Arts and Science, 

Patliputra University, Patna 2023 Mahindra Finance 192000

2023 Dheeraj Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna 2023 Mahindra Finance 192000



2023 Riya raj
College of Commerce, Arts and Science, 

Patliputra University, Patna 2023 Mahindra Finance 192000

2023 SyedAbdul Mohsin
College of Commerce, Arts and Science, 

Patliputra University, Patna 2023 Mahindra Finance 192000

2023 Roushni Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna 2023 Mahindra Finance 192000

2023 Shubham prakash
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022 TEACHNOOK Contact: 9019030545 400000

2023 RUKHSAR BANO
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022 TEACHNOOK Contact: 9019030545 600000

2023 MD ADIL TAJ
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022 TEACHNOOK Contact: 9019030545 400000

2023 jay prakash panday
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022 TEACHNOOK Contact: 9019030545 600000

2023 Sourabh Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022 TEACHNOOK Contact: 9019030545 400000

2023 Sunny kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022 TEACHNOOK Contact: 9019030545 600000

2023 Vivek Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022 TEACHNOOK Contact: 9019030545 400000

2023 Vishal kumar singh
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022 TEACHNOOK Contact: 9019030545 600000

2023 Pradeep Choubey
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022 TEACHNOOK Contact: 9019030545 600000



2023 Nitin kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022 TEACHNOOK Contact: 9019030545 400000

2023 PAYAL KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022 TEACHNOOK Contact: 9019030545 400000

2023 RISHABH KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022 TEACHNOOK Contact: 9019030545 400000

2023 Shubham kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022 TEACHNOOK Contact: 9019030545 400000

2023 Jaspreet Kaur
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022 TEACHNOOK Contact: 9019030545 400000

2023 Shakti Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022 TEACHNOOK Contact: 9019030545 400000

2023 Muskan Misra
College of Commerce, Arts and Science, 

Patliputra University, Patna 2022
INTELLIPAAT 

deepika@intellipat.com
700000

2023 Sonu Kumar Jha
College of Commerce, Arts and Science, 

Patliputra University, Patna 2023
ICICI Prudential SHUBHAM SINGH /HR 

E/ICICIPRU/Patna shubham.singh@iciciprulife.com
230000

2023 Asha Singh
College of Commerce, Arts and Science, 

Patliputra University, Patna 2023
ICICI Prudential SHUBHAM SINGH /HR 

E/ICICIPRU/Patna shubham.singh@iciciprulife.com
230000

2023 Anamika Gupta
College of Commerce, Arts and Science, 

Patliputra University, Patna 2023
ICICI Prudential SHUBHAM SINGH /HR 

E/ICICIPRU/Patna shubham.singh@iciciprulife.com
230000

2023 Kalyani Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna 2023
ICICI Prudential SHUBHAM SINGH /HR 

E/ICICIPRU/Patna shubham.singh@iciciprulife.com
230000

2023 Manisha Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna 2023
ICICI Prudential SHUBHAM SINGH /HR 

E/ICICIPRU/Patna shubham.singh@iciciprulife.com
230000



2023 Kriti Singh
College of Commerce, Arts and Science, 

Patliputra University, Patna 2023
ICICI Prudential SHUBHAM SINGH /HR 

E/ICICIPRU/Patna shubham.singh@iciciprulife.com
230000

2023 Roopa Jha
College of Commerce, Arts and Science, 

Patliputra University, Patna 2023
ICICI Prudential SHUBHAM SINGH /HR 

E/ICICIPRU/Patna shubham.singh@iciciprulife.com
230000

2023 Kavya Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna 2023
ICICI Prudential SHUBHAM SINGH /HR 

E/ICICIPRU/Patna shubham.singh@iciciprulife.com
230000

2023 Abhay Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna 2023
ICICI Prudential SHUBHAM SINGH /HR 

E/ICICIPRU/Patna shubham.singh@iciciprulife.com
230000

2023 Shiksha Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna 2023
ICICI Prudential SHUBHAM SINGH /HR 

E/ICICIPRU/Patna shubham.singh@iciciprulife.com
230000

2023 Ravi Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna 2023
ICICI Prudential SHUBHAM SINGH /HR 

E/ICICIPRU/Patna shubham.singh@iciciprulife.com
230000

2023 Rishav Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna 2023
ICICI Prudential SHUBHAM SINGH /HR 

E/ICICIPRU/Patna shubham.singh@iciciprulife.com
230000

2023 Yashasvini Khatri
College of Commerce, Arts and Science, 

Patliputra University, Patna 2023
ICICI Prudential SHUBHAM SINGH /HR 

E/ICICIPRU/Patna shubham.singh@iciciprulife.com
230000

2023 Pranavi Pandey
College of Commerce, Arts and Science, 

Patliputra University, Patna 2023
ICICI Prudential SHUBHAM SINGH /HR 

E/ICICIPRU/Patna shubham.singh@iciciprulife.com
230000

2023 Utkarsh Kaushik 
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

TCS VCO Mail to:  
Rahul.navin@tcs.com  

219682

2023 Piyush Pratyay 
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

TCS VCO Mail to:  
Rahul.navin@tcs.com  

219682

2023 Ashish kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

TCS VCO Mail to:  
Rahul.navin@tcs.com  

219682



2023 Hani kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

TCS VCO Mail to:  
Rahul.navin@tcs.com  

219682

2023 Pradeep Choubey
College of Commerce, Arts and Science, 

Patliputra University, Patna
2021

TCS VCO Mail to:  
Rahul.navin@tcs.com  

219682

2023 Harshita Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

TCS VCO Mail to:  
Rahul.navin@tcs.com  

219682

2023 Ashish Raj
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022

TCS VCO Mail to:  
Rahul.navin@tcs.com  

219682

2023 Nitin Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

TCS VCO Mail to:  
Rahul.navin@tcs.com  

219682

2023 Priyanshu Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022

TCS VCO Mail to:  
Rahul.navin@tcs.com  

219682

2023 Kumar Manas
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022 Bajaj Allianz Life Insurance 250000

2023 Sneha Jaiswal
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023 Bajaj Allianz Life Insurance 250000

2023 ANJALI  SINHA
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

TCS  BPS Mail to:  
Rahul.navin@tcs.com  

244000

2023 HARSH  VARDHAN
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

TCS  BPS Mail to:  
Rahul.navin@tcs.com  

244000

2023 NANDISH  KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

TCS  BPS Mail to:  
Rahul.navin@tcs.com  

244000

2023 KHUSHI  KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

TCS  BPS Mail to:  
Rahul.navin@tcs.com  

244000



2023 SHUSHANT  ARYA
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

TCS  BPS Mail to:  
Rahul.navin@tcs.com  

244000

2023 AKTI  KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

TCS  BPS Mail to:  
Rahul.navin@tcs.com  

244000

2023 RAJA  BABU
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

TCS  BPS Mail to:  
Rahul.navin@tcs.com  

244000

2023 NEHA  SINHA
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

TCS  BPS Mail to:  
Rahul.navin@tcs.com  

244000

2023 SUMIT  KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

TCS  BPS Mail to:  
Rahul.navin@tcs.com  

244000

2023 SANJANA  SINHA
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

TCS  BPS Mail to:  
Rahul.navin@tcs.com  

244000

2023 SUMIT  KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

TCS  BPS Mail to:  
Rahul.navin@tcs.com  

244000

2023 SWETA  KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

TCS  BPS Mail to:  
Rahul.navin@tcs.com  

244000

2023 SHREYA  KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

TCS  BPS Mail to:  
Rahul.navin@tcs.com  

244000

2023 SONU  RAJ
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

TCS  BPS Mail to:  
Rahul.navin@tcs.com  

244000

2023 ALISHA  KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

TCS  BPS Mail to:  
Rahul.navin@tcs.com  

244000

2023 NIRANJAN Kumar THAKUR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

TCS  BPS Mail to:  
Rahul.navin@tcs.com  

244000



2023 SANIA  SAHAY
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

TCS  BPS Mail to:  
Rahul.navin@tcs.com  

244000

2023 ANSHIKA  SINGH
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

TCS  BPS Mail to:  
Rahul.navin@tcs.com  

244000

2023 PURUSHOTTAM  KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

TCS  BPS Mail to:  
Rahul.navin@tcs.com  

244000

2023 ABHILASHA  KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

TCS  BPS Mail to:  
Rahul.navin@tcs.com  

244000

2023 ROHIT  RAJ
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

TCS  BPS Mail to:  
Rahul.navin@tcs.com  

244000

2023 MD  MUSTAKIM
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

TCS  BPS Mail to:  
Rahul.navin@tcs.com  

244000

2023 Aditya Singh
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

TCS  BPS Mail to:  
Rahul.navin@tcs.com  

244000

2023 Shafa Parween
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

TCS  BPS Mail to:  
Rahul.navin@tcs.com  

244000

2023  Aditi Raj
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

TCS  BPS Mail to:  
Rahul.navin@tcs.com  

244000

2023 Sneha Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

TCS  BPS Mail to:  
Rahul.navin@tcs.com  

244000

2023 Kritika Sinha
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

TCS  BPS Mail to:  
Rahul.navin@tcs.com  

244000

2023 Kritika Verma
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

TCS  BPS Mail to:  
Rahul.navin@tcs.com  

244000



2023 Ragini Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

TCS  BPS Mail to:  
Rahul.navin@tcs.com  

244000

2023 Anjali Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023 TEJAS FOUNDATION 120000

2023 Anisha Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023 TEJAS FOUNDATION 120000

2023 Aradhana Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023 TEJAS FOUNDATION 120000

2023 Sadhvi Kumai
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023 TEJAS FOUNDATION 120000

2023 Khushboo Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023 TEJAS FOUNDATION 120000

2023 Sweeti Raj
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023 TEJAS FOUNDATION 120000

2023 Priyanka Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023 TEJAS FOUNDATION 120000

2023 Anjali Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023 TEJAS FOUNDATION 120000

2023 Siristi Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023 TEJAS FOUNDATION 120000

2023 Shikha Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023 TEJAS FOUNDATION 120000

2023 Prity Kuamri
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023 TEJAS FOUNDATION 120000



2023 Sushmita Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023 TEJAS FOUNDATION 120000

2023 Ananya
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023 TEJAS FOUNDATION 120000

2023 Rupa Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023 TEJAS FOUNDATION 120000

2023 Babli Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023 TEJAS FOUNDATION 120000

2023 Shabnam Tabassum
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Info Consultancy Private 
Limited

144000

2023 Lakshmi Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Info Consultancy Private 
Limited

144000

2023 Animika Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Info Consultancy Private 
Limited

144000

2023 Niraj Kumar Singh
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Info Consultancy Private 
Limited

144000

2023 Kumari Sandhya Rani
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Info Consultancy Private 
Limited

144000

2023 Priya Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Info Consultancy Private 
Limited

144000

2023 Puja Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Info Consultancy Private 
Limited

144000

2023 Rimisha Raj
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Info Consultancy Private 
Limited

144000



2023 Anjali Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Info Consultancy Private 
Limited

144000

2023 Anand Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Info Consultancy Private 
Limited

144000

2023 Varsha Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Info Consultancy Private 
Limited

144000

2023 Muskan Kumari Soni
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Info Consultancy Private 
Limited

144000

2023 Kulbhushan Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Info Consultancy Private 
Limited

144000

2023 Pankaj Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Info Consultancy Private 
Limited

144000

2023 Aswani Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Info Consultancy Private 
Limited

144000

2023 Shiv Shakti kuamr
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Info Consultancy Private 
Limited

144000

2023 Prince Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Info Consultancy Private 
Limited

144000

2023 Tamanna Parveen
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Info Consultancy Private 
Limited

144000

2023 Prem Raj
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Info Consultancy Private 
Limited

144000

2023 Ajaj Alam
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Info Consultancy Private 
Limited

144000



2023 Deepak Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Info Consultancy Private 
Limited

144000

2023 Anjali Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Info Consultancy Private 
Limited

144000

2023 Muskan Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Info Consultancy Private 
Limited

144000

2023 Ayushi Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Info Consultancy Private 
Limited

144000

2023 Heena Khatoon
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Techno Solutions Private 
Limited/

180000

2023 Sanaya Shikha
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Techno Solutions Private 
Limited

180000

2023 Ankita Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Techno Solutions Private 
Limited

180000

2023 Khushbu Kuamri
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Techno Solutions Private 
Limited

180000

2023 Neha Sinha
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Techno Solutions Private 
Limited

180000

2023 Tanya
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Techno Solutions Private 
Limited

180000

2023 Riya Kuamri
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Techno Solutions Private 
Limited

180000

2023 Anjali Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Techno Solutions Private 
Limited

180000



2023 Anamika kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Techno Solutions Private 
Limited

180000

2023 Anjaly Dubey
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Techno Solutions Private 
Limited

180000

2023 Madhukar Patel
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Techno Solutions Private 
Limited

180000

2023 Siris Kuamr
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Techno Solutions Private 
Limited

180000

2023 Nidhi Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Techno Solutions Private 
Limited

180000

2023 Rishav Anand
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Techno Solutions Private 
Limited

180000

2023 Himanshu Shekhar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Techno Solutions Private 
Limited

180000

2023 Swati Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Techno Solutions Private 
Limited

180000

2023 Simran Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Techno Solutions Private 
Limited

180000

2023 Suchi Sweta
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Techno Solutions Private 
Limited

180000

2023 Shivam Patel
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023

Shakti Techno Solutions Private 
Limited

180000

2023 Rupesh Kumar Rangeela
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023 Shakti Skill Venture Private Limited 144000



2023 khushboo kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023 Shakti Skill Venture Private Limited 144000

2023 Kaushal Raj
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023 Shakti Skill Venture Private Limited 144000

2023 Nishu Raj Aryan
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023 Shakti Skill Venture Private Limited 144000

2023 Manish Tiwari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023 Shakti Skill Venture Private Limited 144000

2023 Kumar Ranveer Singh
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023 Shakti Skill Venture Private Limited 144000

2023 Saleem Akhtar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023 Shakti Skill Venture Private Limited 144000

2023 Abhishek Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023 Shakti Skill Venture Private Limited 144000

2023 Vishakha
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023 Shakti Skill Venture Private Limited 144000

2023 Md Sajid Alam
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023 Shakti Skill Venture Private Limited 144000

2023 Saleha Kamal
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023 Shakti Skill Venture Private Limited 144000

2023 Gitanjali Sinha
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023 Shakti Skill Venture Private Limited 144000

2023 Aanika Raj
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023 Shakti Skill Venture Private Limited 144000



2023 Dilkhush Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2023 Shakti Skill Venture Private Limited 144000

2023 Saurav Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 S&T Department, madhya Rail 360000

2023 Suraj Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Purba Madhya Railway 360000

2023 Alok Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022 Axis Bank

Package will be determined after 
Training as per terms

2023 Ankit Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Eastern railway 358000

2023 Kanchan Kumar Jha
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 RNY Railway 480000

2023 Sunny Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2021 South Central Railway 424000

2023 RAJNISH KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2021 Department of Post, GOI 144000

2023 VIKASH KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Govt  Teacher, BPSC 480000

2023 Niharika 
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022 Govt  Teacher, BPSC 480000

2023 Tresee Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2021 Govt  Teacher, BPSC 480000



2023 Rahul Singh
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Govt  Teacher, BPSC 480000

2023 Kamlesh Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Govt  Teacher, BPSC 480000

2023 Uma Shankar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 School of Science & Biogenesis 300000

2023 Rohit Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Govt  Teacher, BPSC 480000

2023 Pooja Thakur
College of Commerce, Arts and Science, 

Patliputra University, Patna
2021 Gram Sanshad

Package will be determined after 
Training as per terms

2023 Monika Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2021 Mount Litera Zee School

Package will be determined after 
Training as per terms

2023 Harshita Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2021 TCS 219862

2023 Aastic Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 New Seemapuri GBSSS, Govt of Delhi

Package will be determined after 
Training as per terms

2022 Akshat Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022 Sacroz Industries Pvt Ltd 185964

2022 Sweta Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022 Sacroz Industries Pvt Ltd 185964

2022 Shubham Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022 Sacroz Industries Pvt Ltd 185964

2022 Abhishek Kumar Gond
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022 Sacroz Industries Pvt Ltd 185964



2022 Abhay Kumar Anand
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022 Sacroz Industries Pvt Ltd 185964

2022 Dhanu Kumar Pandey
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022 SCKO India Pvt Ltd 216100

2022 Saurabh Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022 SCKO India Pvt Ltd 216100

2022 Akshat Sinha
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022 SCKO India Pvt Ltd 216100

2022 Sakshi Patel
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022 SCKO India Pvt Ltd 216100

2022 Ashadaf Iqubal
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022 SCKO India Pvt Ltd 216100

2022 Varsha Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022 SCKO India Pvt Ltd 216100

2022 Ujjawal  Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022 SCKO India Pvt Ltd 216100

2022 Sweta Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022 SCKO India Pvt Ltd 216100

2022 Morari Prasad
College of Commerce, Arts and Science, 

Patliputra University, Patna
2016 Guard , Railway , Chapra,Bihar  500000

2022 Aftab  Alam
College of Commerce, Arts and Science, 

Patliputra University, Patna
2016 Railway Group-D (Chenai) -Rs(2800) 500000

2022 Rajesh Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2016 CISF -                    ( Rs2800   )             500000



2022 Hemlata Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2016 BSF, North East            (2800) 500000

2022 Deepak Kr Jha Bhaut
College of Commerce, Arts and Science, 

Patliputra University, Patna
2017

UDC, ESIC, Ministry of Labour, & Employee (-Rs 
2800)

500000

2022 Abhishek Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2017 Deputy Branch Manager in  ICICI, Bank, Hyderabad 800000

2022 Vivek Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2017 S. I (Delhi Police) -          (Rs 4200) 720000

2022 Nishant Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2018

SSC,PUNE-Defence Account Department 
(RS.29200-50000)

480000

2022 Abhay Kumar Shukla
College of Commerce, Arts and Science, 

Patliputra University, Patna
2018 Indian Railway, Kaamrup Khetri -(Rs1800) 360000

2022 Kishore Singh
College of Commerce, Arts and Science, 

Patliputra University, Patna
2018 Bihar Police, Mob Squad  -(Rs1900) 360000

2022 Awadhesh Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2018

Since, 2019 Visiting Faculty, J D Women's College, 
Patna,Teaching  in schools also

120000

2022 Shilpa Mishra
College of Commerce, Arts and Science, 

Patliputra University, Patna
2018 Clerk, Union Bank 480000

2022 Adarsh Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019

SSC CGL2019,CGA Accountant -Roll No 
1711206751

636000

2022 Rohan Kishore
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019

Technician  Helper, Date of joining-March 2022, 
Grade Pay-2800  Email-

rohankishore99@gmail.com
496000

2022 Abhishek Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 Deputy Manager, HDFC, Bank, Patna 800000



2022 Siyarm Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 Railway , Piro, Ara -(Rs1800) 360000

2022 Sapna Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 Teaching at Bihar Govt School 480000

2022 Shubham Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 Bangalore Based IT Company

Package will be determined after 
Training as per terms

2022 Ravi Bhusan
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SSC MTS, Delhi -(Rs 1800) 360000

2022 Triloki Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019

BSSC, Revenue Employee,(Land& Revenue 
Department)

480000

2022 Keshwar Reyaz
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 ICICI Deputy Manager 800000

2022 Ashutosh Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020

Indiamart Intermesh Ltd. Coent Acquisition Role, 
Bangaloru India  ( Rs. 30000)

360000

2022 Ujjawal
College of Commerce, Arts and Science, 

Patliputra University, Patna
2021

NTPC Railway -2019,  IAF (2021) -Roll 
No.2004519085

500000

2022 Shilpa Mishra
College of Commerce, Arts and Science, 

Patliputra University, Patna
2021 Union Bank of India ,Bhawnagar, Gujarat 480000

2022 Janhwi Singh
College of Commerce, Arts and Science, 

Patliputra University, Patna
2021 Assistant Manager, ICICI, Bangaore 900000

2022 Prity Sinha
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022

Tata Consultancy Services Mail to:  
Rahul.navin@tcs.com  

220000

2022 Ravi Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022 Relationship Officer, ICICI Prudential Pvt Ltd 480000



2022 Anurag Gupta
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019

Ministry of Jal Shakti, Department of 
WaterResources,River Development nd Ganga 

Rejuvenation, Jodhpur, Rajasthan
480000

2022 Ravi Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2021 Relationship Officer, UTKARSH Small Finance  Bank 220000

2022 Anjali  Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2021 ICICI Prudential PVT Ltd 480000

2022  SUJATA MEHTA
College of Commerce, Arts and Science, 

Patliputra University, Patna
2021 Relationship Manager,ICICI Prudential PVt Ltd 240000

2022 ANJALI KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2021 Relationship Manager,ICICI Prudential PVt Ltd 240000

2022 Anirudh Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2021

Sub Inspector in Central Reserve Police Force -SSC 
CPO-2022 Exam

600000

2022 Madhavi Anand Choudhary
College of Commerce, Arts and Science, 

Patliputra University, Patna
2021

 TCS-Kolkota        Assigned Role in Prioject-G & S 
Servicing

240000

2022 Prity Sinha 
College of Commerce, Arts and Science, 

Patliputra University, Patna
2021 TCS- Kolkota 240000

2022 Roopa Jha
College of Commerce, Arts and Science, 

Patliputra University, Patna
2021 ICICI, Prudential 240000

2022 Vidhya Rani
College of Commerce, Arts and Science, 

Patliputra University, Patna
2021 TCS- Kolkota 240000

2022 Heena Khanam
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020

BPSC  Primary Teaacher Posting-Primary Schhool 
Mughal Chowk , Barh, Patna.

420000

2022 Ashish Kumar
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022 TCS Kolkotta 240000



2022 Pradeep Choubey
College of Commerce, Arts and Science, 

Patliputra University, Patna
2022 TCS Kolkotta 240000

2022 SONI Kumari
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020

School Teacher from Bihar Public Service 
Commision

500000

2022 POOJA RANI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2021 BANK OF INDIA (LIC) 450000

2022 RAJNISH KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2021 RELIANCE JIO 360000

2022 AMRIT KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2021 BISCOMAN PATNA 480000

2022 DEPENDRA KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2021 VIVA EDUCATION PVT LTD 390000

2022 SONU VERMA 
College of Commerce, Arts and Science, 

Patliputra University, Patna
2021 RELIANCE JIO 360000

2022 SHIV PRAKASH SINHA
College of Commerce, Arts and Science, 

Patliputra University, Patna
2021 IMPRESSION SERVICES PVT LTD 220000

2022 SIDHU KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2021 SIS CASH PRIVETE LTD 120000

2022 DIWAKAR KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2021 SIS CASH PRIVETE LTD 120000

2022 AMIT KUMAR SINGH
College of Commerce, Arts and Science, 

Patliputra University, Patna
2021 ICICI BANK LTD 240000

2022 CHANDRAMANI PANDEY
College of Commerce, Arts and Science, 

Patliputra University, Patna
2021 ICICI BANK LTD 240000



2022 SHEETAL KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2021 ICICI BANK LTD 240000

2022 DHANU KUMAR PANDEY
College of Commerce, Arts and Science, 

Patliputra University, Patna
2021 SCKO INDIA PVT LTD 180000

2022 SAURAV KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 SCKO INDIA PVT LTD 180000

2022 UDAY PRAKASH
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 HINDUSTAN UNILEVER LTD 220000

2021 ANURADHA KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 TEJAS FOUNDATION / Mob: 7677777751 120000

2021 SUPRIYA KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 TEJAS FOUNDATION / Mob: 7677777751 120000

2021 SWATI KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 TEJAS FOUNDATION / Mob: 7677777751 120000

2021 NIKKY SINGH
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 TEJAS FOUNDATION / Mob: 7677777751 120000

2021 DEVRAJ
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 TEJAS FOUNDATION / Mob: 7677777751 120000

2021 PRAFULL
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 TEJAS FOUNDATION / Mob: 7677777751 120000

2021 ANAND 
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 TEJAS FOUNDATION / Mob: 7677777751 120000

2021 GURIYA KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 TEJAS FOUNDATION / Mob: 7677777751 120000



2021 MUSKAN KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 TEJAS FOUNDATION / Mob: 7677777751 120000

2021 LAXMI KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 TEJAS FOUNDATION / Mob: 7677777751 120000

2021 NIRAJ KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 TEJAS FOUNDATION / Mob: 7677777751 120000

2021 KUSH PASWAN
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 TEJAS FOUNDATION / Mob: 7677777751 120000

2021 PURUSTTAM PRATAP SINGH
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 TEJAS FOUNDATION / Mob: 7677777751 120000

2021 ROHIT RAJ
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 TEJAS FOUNDATION / Mob: 7677777751 120000

2021 ROUSHAN MEHTA
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 TEJAS FOUNDATION / Mob: 7677777751 120000

2021 ANJALI KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 TEJAS FOUNDATION / Mob: 7677777751 120000

2021 ARSH RAJ
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 TEJAS FOUNDATION / Mob: 7677777751 120000

2021 ARADHYA
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 TEJAS FOUNDATION / Mob: 7677777751 120000

2021 DHADIYA
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 TEJAS FOUNDATION / Mob: 7677777751 120000

2021 PRAVEEN
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 TEJAS FOUNDATION / Mob: 7677777751 120000



2021 SAHIL KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 TEJAS FOUNDATION / Mob: 7677777751 120000

2021 AAROHI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 TEJAS FOUNDATION / Mob: 7677777751 120000

2021 ARYA
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 TEJAS FOUNDATION / Mob: 7677777751 120000

2021 GAUTAM SAGAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 TEJAS FOUNDATION / Mob: 7677777751 120000

2021 RAHUL KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 TEJAS FOUNDATION / Mob: 7677777751 120000

2021 RIMI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 TEJAS FOUNDATION / Mob: 7677777751 120000

2021 MD YUSUF KHAN
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 TEJAS FOUNDATION / Mob: 7677777751 120000

2021 SUMAN KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 TEJAS FOUNDATION / Mob: 7677777751 120000

2021 ROHIT KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 TEJAS FOUNDATION / Mob: 7677777751 120000

2021 ANTAK KUMAR SINSH
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 TEJAS FOUNDATION / Mob: 7677777751 120000

2020 AKASH KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000

2020 SHAMBHU PANDEY
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000



2020 NIDHI SINGH
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000

2020 ANURUDH KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000

2020 ASHISH KUMAR JHA
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000

2020 KALPNA KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000

2020 SAKSHI PRIYA
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000

2020 SANTOSH KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000

2020 ATISH KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000

2020 PRASHANT KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000

2020 ARTI KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000

2020  RAHUL KUMMAR RAY
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000

2020 PANKAJ KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000

2020 MD RABBAN ALAM
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000



2020 SHAHIL RAJ
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000

2020 JIYA KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000

2020 ROHIT KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000

2020 DEEPAK PATEL
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000

2020 MANVI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000

2020 SAJAN KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000

2020 ROSHNI KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000

2020 ANUPMA KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000

2020 NITESH KUMAR MAHHATO
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000

2020 SAURABH KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000

2020 GURIYA KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000

2020 SUPRIYA SINHA
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000



2020 KRITA
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000

2020 RITESH KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000

2020 SANCHITA SINHA
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000

2020 SUDHA KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000

2020 BABLI KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000

2020 DHANESHWAR HEMBRAM
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000

2020 GAURAV KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000

2020 JYOTSANA BHARTI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000

2020 RITIK RAUSHAN
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000

2020 SANJEEV KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000

2020 ADITI RAJ
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000

2020 SHRESHTHA SINGH
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000



2020 ALKA KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000

2020 GAUTAM KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000

2020 URWASHI RANI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000

2020 JYOTI KANT
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 Shakti Techno Solutions Private Limited 164000

2019 PRAKASH KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 RAVI KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 MONIKA 
College of Commerce, Arts and Science, 

Patliputra University, Patna
2020 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 NILESH KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 SHIKHA TIWARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 BITTU KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 SADA NAND
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 MANDAL
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000



2019 KUMAR SHRESTH
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 ABHISHEK KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 SIMPI KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 DIMPLI KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 SHIKHA ARYA
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 POOJA KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 NIBHA KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 HARENDRA KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 SONU KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 SHALIESH KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 DEEPAK KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 ANUSHKA KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000



2019 JYOTI KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 PRINCE RAJ
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 RAHUL KUMAR 
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 RAHUL KUMAR SINGH
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 RAJU KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 SAGAR KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 SAURAV KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 SHALINI KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 SHIVAM ANAND
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 RAKESH MOHAN
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 SURAJ KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 MANJEET KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000



2019 NISHU KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 PRIYANSHU SINGH
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 RAJDIP KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 ANAND MOHAN
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 TIWARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 NEERAJ KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 GAURAV SANGAM
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 PANKAJ KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 SAURAV KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 ANURADHA KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 SWETA KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI  INFO CONSULTANCY PRIVATE LIMITED 164000

2019 SONALI KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000



2019 SONI KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000

2019 VICKY KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000

2019 RANU KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000

2019 PUJA KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000

2019 RAVI KUMAR CHAUDHARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000

2019 SHEETAL SHIKHA
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000

2019 SHIMPI KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000

2019 VIKASH KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000

2019 SUNIL KUMAR SAHA
College of Commerce, Arts and Science, 

Patliputra University, Patna
2019 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000

2019 KIMMI RAJ
College of Commerce, Arts and Science, 

Patliputra University, Patna
2018 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000

2019 BITU KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2018 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000

2019 SONALI SHARMA
College of Commerce, Arts and Science, 

Patliputra University, Patna
2018 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000



2019 ARCHANA
College of Commerce, Arts and Science, 

Patliputra University, Patna
2018 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000

2019 CHANDAN KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2018 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000

2019 SUBHENDU SHEKHAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2018 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000

2019 ANUJ KUMAR YADAV
College of Commerce, Arts and Science, 

Patliputra University, Patna
2018 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000

2019 RAVNJEET KUMAR JHA
College of Commerce, Arts and Science, 

Patliputra University, Patna
2018 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000

2019 AKASH KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2018 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000

2019 CHANDRA BHUSHAN
College of Commerce, Arts and Science, 

Patliputra University, Patna
2018 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000

2019 MOHIT KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2018 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000

2019 CHANDANI KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2018 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000

2019 DIVYA PRIYA
College of Commerce, Arts and Science, 

Patliputra University, Patna
2018 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000

2019 MUKESH KUMAR THAKUR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2018 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000

2019 RAHUL KUMAR PASWAN
College of Commerce, Arts and Science, 

Patliputra University, Patna
2018 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000



2019 ANUSHKA RAJ
College of Commerce, Arts and Science, 

Patliputra University, Patna
2018 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000

2019 PRAVENDRA KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2018 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000

2019 SHASHWAT
College of Commerce, Arts and Science, 

Patliputra University, Patna
2018 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000

2019 SUBRAT ANAND
College of Commerce, Arts and Science, 

Patliputra University, Patna
2018 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000

2019 ABHISHEK SINGH
College of Commerce, Arts and Science, 

Patliputra University, Patna
2018 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000

2019 ADITYA ANAND
College of Commerce, Arts and Science, 

Patliputra University, Patna
2018 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000

2019 BABLOO KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2018 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000

2019 NEHA PRIYA
College of Commerce, Arts and Science, 

Patliputra University, Patna
2018 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000

2019 MD SALIM 
College of Commerce, Arts and Science, 

Patliputra University, Patna
2018 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000

2019 PRIYANKA CHAUHAN
College of Commerce, Arts and Science, 

Patliputra University, Patna
2018 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000

2019 DIVYA SINGH
College of Commerce, Arts and Science, 

Patliputra University, Patna
2018 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000

2019 LEELA KUMARI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2018 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000



2019 AMRESH KUMAR
College of Commerce, Arts and Science, 

Patliputra University, Patna
2018 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000

2019 KISHORE BHARTI
College of Commerce, Arts and Science, 

Patliputra University, Patna
2018 SHAKTI SKILL VENTURE PRIVATE LIMITED 120000
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PRINCIPAL’S MESSAGE

0 2

Recognised as Bihar’s (a province of the Indian Sub-Continent)

premier institute, the College of Commerce, Arts & Science

(COCAS) is well known for providing a well-balanced education

considering the geographical, lingual, and economic structure of

the state. The students pursuing science, Social Science,

Commerce, and several vocational/professional courses in COCAS

are acclaimed for their holistic intellectual skills and meticulous

achievements. The Placement Cell has been successfully

connecting job seekers with the corporate world company that

handpicks the selected few that match the requisite field of

knowledge and expertise. The Placement session is open

throughout the year. Preparing the recruitment schedule for the

year, inviting companies for pre-placement talks on campus,

followed by final placements, and overseeing the process till the

end is a responsibility that the Placement Cell endeavours to carry

out successfully. Our commitment towards students can be seen

from increasing placement day by day. Besides academics,

students also learn from add-on courses, training by a different

firm and several skill development programs such as

communication skills, cv preparation etc. We look forward to

nurturing and growing old relationships and welcoming new

recruiters for long-lasting amicability. 

Looking forward to meeting you at our Campus!

Principal
College of Commerce, Arts & Science



CONVENOR’S MESSAGE
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"Dr. A. P. J. Abdul Kalam has rightly said, “You have to

dream before your dreams can come true."
We at Training & Placement office (General) consider it to be an honour
and opportunity to present to you a group of young, dynamic, and
energetic individuals who have been groomed to face challenges that
lie ahead for them in the industry and corporate world. This is an era of
technological innovations. The modern educational world is
reverberating with waves of innovation all around the world. In this
dynamic milieu, it is mandatory that the young minds of our country be
nurtured and encouraged to be placed at the highest pinnacle of
success. We establish the vital link between students and prospective
employers to facilitate training and placement of students as they
begin their career after graduation. We work relentlessly to ensure job
placements for our students and provide them with top career
opportunities. The TPO arranges campus Interviews and helps students
develop leadership, interviewing, and communication skills and
prepares them for aptitude tests. We also organize industrial visits for
students, training, seminars, conferences, and expert lectures to
prepare them for opportunities that await them. Our high-quality
education and efforts of the TPO office help our students dream big
dreams and stay committed to realizing them. With great pleasure and
honour, we invite industries and corporate houses on our campus and
our students to take advantage of all TPO activities. I also express my
sincere gratitude to all those organisations who have extended their
active co-operation to the department in accomplishing its endeavour.
It is indeed an honour to present our students to your esteemed
organisations and I look forward to your cooperation in the placements
of our students.

Rashmi Akhoury,
Prof & Head, Department of Economics, COCAS, Patna
 Convenor
Training & Placement Cell 
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The Placement Cell of the College of
Commerce, Arts & Science is among the
most active placement cells of Patliputra
University, Patna. The main objective of
Placement Cell is to bridge the gap
between the stringent competition in
the industry and the talent available in
the college. The placement cell has
always strived to identify each student’s
potential and has unconditionally
worked to initiate programmes
presenting exposure vital to hone skills
and nurture talent. The Cell is a strong
interlink between the students and the
corporate world, ensuring that each job
aspirant meets his employer. The
Placement Cell works in multiple
domains to fulfil the requirement of all
its stakeholders. It is involved not just in
Placements but also in training and
organising global conglomerates to
nurture young talents and boost their
confidence when they are ready to sit for
recruitment procedures. The placement
cell has very efficient and dynamic
members who work day and night
effortlessly to leave no stone unturned to
ensure that each collaboration reaps the
best possible outcome.



01 To maintain close liaison with industries /
institutions / organisations to facilitate
placements of the students
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OBJECTIVES OF THE CELL 

02 To arrange for all recruitment drives and other
related activities.

03 To plan and organise career talks & personality
development programmes.

04 To upgrade the student’s skill sets commensurate
with the industry’s expectations

05 To generate awareness amongst the students
concerning future career options.

06 To motivate and counsel students about Industry
practices and improving their soft skills.
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Website
To ease the communication among the
training and placement cell, students and
employer, a website dedicated to the
Training and Placement Cell is under
development and will be functional by the
end of June 2023.

Developing Communication Skill and CV
Vetting
Since a large portion of the students come
from Rural area and Hindi medium schools,
T&P COCAS arrange classes for English
communication class and tutorial for CV
writing. Finally, examine their CV before the
employer’s scheduled interview time.

Training Program
Our institution is dedicated to traditional
courses, so to develop technical skills in the
students, we arrange several training
programs for Skilling and Employability  by
different organisations such as TCS through its
Youth Employment Program, Wipro through
its Integrated Learning Program, Medha
Learning foundations, Certificate Program in
Banking, Finance & Insurance organised by
Bajaj Finserv etc.

Soft Skill Development
To increase the chance of selectivity for the job,
we arrange several courses such as English-
Speaking courses, Training for Group
discussion, and programming language such
as Python, MATLAB, C++ etc.
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PLACEMENTS HIGHLIGHTS

PLACEMENT OFFERS120

PLACEMENT VALUE300
L.P.A

HIGHEST PACKAGE4.0
L.P.A

AVERAGE SALARY2.5
L.P.A
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Our Alumni

Sushil Kumar modi 
Ex Dy- CM Bihar

Member of - Parliament
RajyaSabha

Ramanand Yadav
MLA Bihar Assembly

Vineet Sharan 
Sr Divisional Manager

LIC Bihar Division 1

Nand KishoreYadav
Former minister in Bihar

cabinet.

Vishal Sharan
Sr General Manager

Panasonic Life Science
Justice Shailendra Kumar

Retired Justice, Patna High
Court
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MEET OUR TEAM MEMBER

Prof Rashmi Akhoury
Convener (TPO-1)

Dr Rajnish Kumar
Member (TPO-2)

Prof Saloni Kumar
Member

Prof A. K. Bhaskar
Member

Sh. Sanjay Kr Pandey
Member

Dr Pranay Gupta
Member

Dr. Rishikesh Ranjan
Member

Dr. Dimple Kumari
Member



CONTACT

Prof Rashmi Akhoury 
7070904806
rashmi.sharan@rediffmail.com

REACH US :
Head Office, Department of

Economics, College of Commerce, Arts
and Science. Kankarbagh, Patna,

INDIA-800020

WEBSITE :
www.cocaspatna.ac.in

EMAIL :
placementcell@cocaspatna.ac.in

Dr Rajnish Kumar
7739141882
dxrajnish@gmail.com

http://www.cocaspatna.ac.in/
http://www.cocaspatna.ac.in/


Offer letter | Amit Kumar | SRO
3 messages

Nikita Patil <Nikita.Patil@svatantra.adityabirla.com> Tue, 6 Jun, 2023 at 5:41 pm
To: amitkrr54@gmail.com <amitkrr54@gmail.com>

Dear Amit,

Greetings for the day!
 
Subsequent to your interview with us, we are pleased to inform that you have been selected as “Svatantra Risk Officer” for Sheohar.

You are scheduled to join us on June 12, 2023.

We take this opportunity to congratulate you on your new job and wish you all the best for your new assignment.

You are requested to report on June 12, 2023 by 09.30 AM at the below mentioned address:

Svatantra Microfin Private Limited

C/O-Arpita Anand/Smriti Smita, Shashi Complex, Pillar No-38, Opposite Punjab National Bank, Rajabazar, Patna-
800014.

This offer stands cancelled after June 12, 2023.

Contact person: Rakesh Kumar ( State HR)- 9324958516

 

Thank you.

 

 

 

 

 

Best wishes,

Nikita Nilesh Patil

Senior Executive-Talent Acquisition | Human Resources

Svatantra Microfin Private Limited – rated CARE AA-

+91 022-69317020 | M:7021243347

Nikita.patil@svatantra.adityabirla.com

www.svatantramicrofin.com

       

 

 

 

https://svatantramicrofin.com/
https://svatantramicrofin.com/
mailto:sangita.das@svatantra.adityabirla.com
mailto:patil@svatantra.adityabirla.com
mailto:patil@svatantra.adityabirla.com
https://www.svatantramicrofin.com/
https://www.facebook.com/svatantramicrofinance/?ref=bookmarks
https://www.facebook.com/svatantramicrofinance/?ref=bookmarks
https://www.linkedin.com/company/svatantra-microfin-pvt-ltd/?viewAsMember=true
https://www.linkedin.com/company/svatantra-microfin-pvt-ltd/?viewAsMember=true
https://www.linkedin.com/company/svatantra-microfin-pvt-ltd/?viewAsMember=true
https://www.linkedin.com/company/svatantra-microfin-pvt-ltd/?viewAsMember=true
https://www.instagram.com/storiesofsvatantra/
https://www.instagram.com/storiesofsvatantra/
https://www.youtube.com/channel/UCDN7Vupq3kJt5PRjjkffytA
https://www.youtube.com/channel/UCDN7Vupq3kJt5PRjjkffytA


Offer: BUSINESS PROCESS SERVICES
Ref: TCSL/DT20233839317/Kolkata/BPS/BTN
Date: 26/04/2023

Mr. Abhay  Aaryan
Block 50
Shahganj
Shahganj
Patna-800006
Bihar
Tel# -

Dear Mr. Abhay  Aaryan,

Sub: Letter of Offer and Terms of Traineeship

Thank you for exploring training opportunities with Tata Consultancy Services Limited(TCSL). You have successfully 
completed our initial selection process and we are pleased to make you an offer as "Trainee BPS" for a period of 12 
months. During this period you will be paid a stipend of Rs. 10,250/- per month.You will be engaged as a Trainee / 
Apprentice under the model / certified Standing Orders (as the case may be) applicable to you. 

Kindly confirm your acceptance of this traineeship by proposing your date of joining and signing Annexure 1. If not 
accepted within 7 days of receipt, this offer is liable to lapse at the discretion of the Company. You may handover your 
acceptance letter to the HR Officer/ Induction Officer at any of our offices. 

After you accept this letter of traineeship and clear the medical check-up, and background check you will be given a 
letter of appointment as a trainee indicating the details of your joining date and initial place of posting after completing 
joining formalities as per company policy. 

TCS decision of releasing the Offer of Traineeship and allowing you to join the organization before completion of your 
final Graduation examination which has been uncertainly delayed owing to COVID-19 Pandemic, shall not be 
construed as a waiver of the condition specified in the Terms of Traineeship under clause 'Pre-requisites of 
Traineeship'. The status of your Graduation completion will be reviewed periodically. The Management reserves the 
right to revoke this Offer of Traineeship if it is later established that you could not successfully complete your 
Graduation without any pending arrears/backlogs. 
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OTHER BENEFITS

1. Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependents under the company's Health 
Insurance Scheme (HIS). You are automatically covered under a default HIS Plan. 

You have the flexibility to choose a plan which is higher than the existing default plan, by paying the applicable 
additional premium plus Service Tax, in which case the below benefits can be availed: 

a) Domiciliary Cover: This is a provision to cover the cost incurred towards any domiciliary treatment up to a 
specified limit for each insured person per annum. 

b) Base Cover: This is a provision to cover the cost incurred on hospitalization treatments up to a specified limit for 
each insured person per annum. 

c) Floater Cover: This benefit covers the hospitalization expenses incurred over and above the basic 
hospitalization cover limit. This is a family floater cover for you and your enrolled dependents. 

The total premium is split between Base Cover and Floater Cover Premium as per the plan applicable. 

i. Base Cover Premium: Towards Domiciliary and Base cover for self, spouse and up to three children is entirely 
borne by TCSL , provided these members are explicitly enrolled by you under the scheme. Additionally, if you 
wish to cover dependent parents/parents-in-law or remaining children, the applicable premium per insured person 
is to be borne by you. 

ii. Floater Cover Premium: Towards Floater cover is to be borne by you. 

*Note: The above Health Insurance Scheme is subject to revision. The policy changes if any, in future, will prevail 
. For further details, please refer to the policy document 

2. Professional Memberships:
You will be eligible for reimbursement of expenses towards professional membership as per TCSL 's policy. 

3. Social Security - Employees' State Insurance:
The company will contribute 3.25% of your stipend or such amount as determined by law towards ESI
contribution till you remain covered under Employee's State Insurance Act, 1948.

4. Compensation Benefits under ESI Act / Employees' Compensation Act:
If you are covered under Employees State Insurance Act (ESI Act), 1948 you are entitled to claim the benefits in 
the event of accidental injury resulting into death or disablement arising out of and in the course of employment, 
from Employees' State Insurance Corporation. 

If you are out of the purview of ESI Act, you will be eligible for compensation benefit in the event of death / 
disablement arising out of and in the course of employment as per the benefits under the Company's Afterlife 
Benefit Policy / Personal accident insurance scheme, whichever is applicable. For more details on this, refer TCS 
India policy - Afterlife Benefits and TCS India policy - Health Insurance after joining the organization. 

* Inclusion or exclusion of an employee under 'Employee State Insurance Corporation' is as defined as per the 
ESIC Act 

5. Night Shift Stipend:
Trainees assigned to night shifts for training would be eligible for a Night Shift Stipend of Rs. 200/- per shift 
as per the company policy. 
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6. Process Specific Stipend:
Based on your allocation, to a process and on account of the process complexity involved, you may be eligible for 
additional process specific stipend, as defined by the Company. 

TERMS OF TRAINEESHIP

1. Traineeship Pre-requisites
Your appointment as a Trainee / Apprentice under the model / certified Standing Order will be subject to 
successful completion of your graduation examination without any pending arrears / back logs during the entire 
course duration. 

It is clearly understood, agreed and made abundantly clear that in case you do not successfully clear your 
graduation your traineeship with TCSL will be discontinued without any notice or notice pay 

It is mandatory to declare the gaps / arrears / back log, if any, during your academics and work experience. The 
management reserves the right to withdraw/revoke the offer of traineeship at any time at its sole discretion in case 
of any discrepancy or false information is found in the details submitted by you. 

2. Traineeship Period:
During the period of your training of 12 months, you may be required to undergo classroom and on the job 
training. During this period, you may be appraised to evaluate your performance and if your performance is found 
to be satisfactory, you may be absorbed / appointed in the regular employment of the Company at its sole 
discretion. 

It is hereby specifically clarified that the Company is under no obligation whatsoever to absorb / appoint you on 
regular basis upon successful completion of your training period of 12 months. You shall not be deemed to have 
been absorbed / appointed in the regular employment of the company, unless & until you receive a written 
communication in this regard from the Company. 

If your performance is found unsatisfactory, TCSL may terminate your traineeship forthwith by giving you 30 
calendar days' notice in writing or payment of stipend for 30 calendar days in lieu thereof. 

If you remain on unauthorized absence for a consecutive period of 3 days during the training programme without 
authorisation or intimation, a presumption shall arise that you have abandoned your traineeship and the company 
shall be entitled to disqualify and disentitle you forthwith for any further training and your name is liable to be 
automatically stand discontinued from the list of ILP trainees without any further intimation / separate 
communication to you. 

3. Hours of Training:
You may be required to undergo training in shifts and / or in extended training hours as permitted by law. 

4. Leave:
You will be entitled for leaves as per the company's policy. 

5. Transport:
TCS BPS provides company transport facility within a pre-defined radius for each location as defined in the 
company transport policy. TCS employees living beyond these boundaries would be required to make their own 
arrangements and the routes are predetermined and not permitted to be varied under any circumstances. The 
company will make appropriate provisions for those working in night shift as permitted by law/ policy. 
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6. Alternative Occupation / Traineeship:
During the period of your traineeship at TCSL , you are not permitted to undertake any other traineeship, 
employment, business, assume any public or private office, honorary or remunerative, without the prior written 
permission of the company. 

7. Confidentiality, Data and Intellectual Property Protection:
As part of the joining formalities, you are required to sign a Confidentiality, Data and IP Protection Terms, which 
aims to protect the intellectual property rights and business information of TCSL and its clients. The detailed 
Confidentiality, Data and IP Protection related terms and conditions are set out in Annexure 2 

8. Work in SBWS mode:
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model framework that allows 
seamless deployment of virtual workspaces in a secure manner that enables flexible working options aligned to its 
business objectives. You may be required to work either from TCS offices/TCS Client offices or from home 
(remote working) as per the requirements of the project or group you are assigned to work with and as 
communicated to you by the Unit HR or your supervisor. You are required to abide by the Policy and / or 
Guidelines issued by TCS from time to time while operating within this framework. For more details, please refer 
the Policy / Guideline document on Remote Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such flexible working and ensure 
adherence to TCS Security Policies/Protocols and Confidentiality obligations at all times. 

9. TATA Code of Conduct:
You are required to sign the TATA Code of Conduct and follow the same in your day to day conduct as a trainee 
of TCSL . 

10.  Notice Period:
You will have to give at least 30 calendar days' prior notice in writing before discontinuing your traineeship with the 
Company. The Company may discontinue your traineeship by giving you 30 calendar days' notice in writing or 
payment of stipend for 30 days in lieu thereof. 

11.  Medical Test:
You are required to undergo a pre-Traineeship medical check-up and obtain a fitness certificate from the 
registered medical practitioner/Doctor. This is a pre-condition for Traineeship. Please collect the medical check-up 
authorization letter from the company HR executive, at the time of submitting your written acceptance of this offer. 
To verify your identification, we request you to carry a photograph and a photo identification document issued by 
government like passport, PAN card, Election Card, Driving License etc. If you are a campus recruit, you may 
produce your current educational institute`s photo identification card in the absence of government photo 
identification document. 

Retention of reasonable medical fitness is also a condition of Traineeship. The company also reserves the right to 
get yourself examined by a doctor at any time during your Traineeship and futher employment(if absorbed in 
Regular Employment) to ascertain your medical fitness. The opinion of the doctor appointed by the company shall 
be final and binding on both parties. Your failure, refusal or inability to appear for such medical examination will 
result in the determination of your Traineeship or Employment as the case may be without any notice or notice 
pay in lieu of notice. 

Your Traineeship or further Employment (if absorbed in Regular Employment) is liable to be discontinued / 
terminated on account of your continued ill health or if you are found to be medically unfit for the job as may be 
certified by the company's doctor. 

12. Background Check:
Your traineeship will be subject to a background check in line with the Company's background check policy. A 
specially appointed agency will conduct internal and external background checks. Normally, such checks are 
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completed within one month of joining. If the background checks are unfavorable or at a variance with your own 
declarations, your traineeship will be discontinued without any notice. 

13. Submission of Documents:
At the time of your joining traineeship, photocopy of the following documents should be submitted. Please carry 
the original copies for verification. 

- Standard X and XII Mark sheets equivalent
- Degree certificate and mark sheets for all semesters
- Postgraduate degree certificate and mark sheets for all semesters (if you are a Post-graduate)
- Birth Certificate / Proof of Age
- Passport
- 6 photographs - passport size
- An affidavit / notarised undertaking that there is no criminal offence registered/pending against you.
Your original documents will be returned to you after verification. 

14. Initial Learning Programme (ILP)
On joining TCSL as Trainee, you will be given the benefit of formal & on the job training ("Initial Learning 
Programme") at the location, as identified, for such a period as TCSL may decide. The said training 
programme forms a critical part of your traineeship and is an ongoing process. TCSL continues to make 
investment on training and development of its trainees. This will be of immense value to you and a large part of 
ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing process and a formal 
evaluation will be carried out during the training. We would request that the training be taken very seriously to 
enable you to add maximum value to your professional and personal growth. 

15. Letter of Appointment
Your will be issued a letter of appointment on your joining and after completing joining formalities as per 
TCSL policy 

16. Personal Data Processing:
Your personal data collected and developed during recruitment process will be processed in accordance with the 
TCS Data Privacy Policy. The personal data referred therein are details related to contact, family, education, 
personal identifiers issued by government, social profile, background references, previous employment and 
experience, medical history, skillset, proficiency and certifications, job profile and your career aspirations. 

It will be processed for various organizational purposes such as recruitment, onboarding, background check, 
project assignment, performance management, job rotation, career development including at leadership level, 
diversity and inclusion initiatives, global mobility, wellness program, statutory and legal requirements and specific 
organizational initiatives in force during your tenure in TCS. 

After you join TCS, there would be more sets of Personal Information (PI) attributes processed for various 
legitimate purposes. All of it will be processed with compliance to applicable laws and the TCS Data Privacy 
Policy. In some scenarios of your PI processing, you will be provided with appropriate notice and/or explicit 
consent might be obtained from time to time. 

For the purposes mentioned above, your required PI may be shared with specific vendor organizations who 
provide services to TCS, e.g. background check, health insurance, counselling, travel, transport and visa, payroll 
services, associate engagement activities, and financial and taxation services. 

As TCS is a global company, your PI may be shared with entities outside India, limited for the purposes mentioned 
above and/or in this offer letter. 
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In case of oversees deputation, available privacy rights would be governed as per regulatory provisions and / or 
TCS policies/notice provided applicable at your overseas location. 

17. Terms and conditions:
The above terms and conditions of traineeship are specific to your traineeship period in India. 

18. Rules and Regulations of the Company:
Your traineeship will be governed by the policies, rules, regulations, practices, processes and procedures of the 
Company as applicable to you and the changes therein from time to time. 

19. Compliance to all clauses:
You will be required to fulfill all the terms and conditions mentioned in this letter of offer of traineeship. Any failure 
to fulfill any term and /or condition and/or failure to clear any test successfully would entitle TCSL in 
withdrawing this letter of traineeship at its sole discretion. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not interested in the 
Traineeship and this offer will be automatically withdrawn. Post acceptance of TCSL offer letter if you fail to join on 
the date provided in the TCSL joining letter, the offer will stand automatically terminated at the sole discretion of 
TCSL . 

We look forward to having you in our global team. 

Yours Sincerely, 

For Tata Consultancy Services Limited. 
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Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click Here or use a QR code scanner from your

mobile to validate the offer letter

Encl: Annexure 1: Acceptance
        Annexure 2: Confidentiality, Data and Intellectual Property Protection Terms

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=p4pFZpFZ8Z88pbpFFqFFqZq6xUx4xZx40UqTpUpF3xxUq6q6ip8iqpq69xpZ8388qqq60qqTLZL


ANNEXURE 1

For the candidate to complete:

This is to confirm that I have received the letter of offer and Terms of Traineeship ref No   
TCSL/DT20233839317/Kolkata/BPS/BTN on _____________ (MMM/DD/YYYY).   
I hereby accept this Offer and intend to join traineeship on:

Signature:

Name:
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Annexure 2

                                   Confidentiality, Data and Intellectual Property Protection Terms

1. Confidential Information
"Conf ident ia l  Informat ion" shal l  mean al l  Invent ions and Know-how, informat ion and mater ia l  
of TCS and its subsidiaries as applicable (Collectively termed as TCS) (including for avoidance of doubt any 
Confidential Information of its Clients) that comes into the possession or know of the Associate and shall include 
the following: 

(a) Any and all information processing programs, software, properties, items, information, data, material or any 
nature whatsoever or any parts thereof, additions thereto and materials related thereto, produced or created at 
any time by TCS or the Associate in the course of or in connection with or arising out of the Associate's 
association with TCS. Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, manufacture, operation, 
specifications, use and services of the TCS equipment and components, including, but not limited to, engineering 
and laboratory notebooks, reports, process data, test data, performance data, inventions, trade secrets, systems, 
software, object codes, source codes, copyrighted matters, methods, drawings, computations, calculations, 
computer programs, narrations, flow charts and all documentation therefore and all copies thereof (including for 
avoidance of doubt any such material belonging to the Clients of TCS) 

(c) Corporate strategies and other confidential and proprietary material and information, which could cause 
competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, gathered or collected or 
obtained by the Associate in the course of or arising out of the association with TCS or while in or in connection 
with or for the purposes of his/her association with TCS or any of the operations and entrusted by TCS to the 
Associate. 

2. Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade secret of TCS. Associate 
agrees not to use, or cause to be used, or disclose or divulge or part with either directly or indirectly any 
Confidential Information for the benefit of or to any third parties except for or on behalf of or as directed or 
authorized by TCS or to a person having a valid contract with TCS . Upon termination of employment, the 
Associate agrees to surrender to TCS all Confidential Information that he or she may then possess or have under 
his or her control. 

3. Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential Information shall at all times 
vest in and remain with or belong to TCS and Associate shall have no right title or claim of any nature whatsoever 
in the Confidential Information. Associate shall promptly disclose to an authorized officer of TCS all inventions, 
ideas, innovations, discoveries, improvements, suggestions, or reports and enhancements made, created, 
developed, conceived or devised by him or her arising out of his or her engagement with TCS, including in the 
course of provision of services to the Clients of TCS and Associate hereby agrees and confirms that all such 
intellectual property rights shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any interest in and to any 
domestic or foreign patent rights, trademarks, trade names copyrights and trade secret rights therein and any 
renewals thereof. On request of TCS, Associate shall execute from time to time, during or after the termination of 
his or her employment, such further instruments, including without limitations, applications for letters of patent, 
trademarks, trade names and copyrights or assignments thereof, as may be deemed necessary or desirable by 
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TCS to perfect the title of TCS in the intellectual property rights and to effectuate the provisions hereof. All 
expenses of filling or prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any such applications. Associate 
hereby expressly waives any "artist's rights" or "moral rights", which Associate might otherwise have in such 
intellectual property rights. 

4. Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no knowledge of the 
Confidential Information of TCS and that such Confidential Information is of a confidential and secret character 
and is vital to the continued success of TCS's business. Associate further acknowledges that he or she is 
associated with TCS in a capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential Information, it is necessary 
for TCS to protect such Confidential Information by holding it secret and confidential. 

5. Use of third party material
Associate expressly agrees that Associate shall not in the course of his or her association with TCS and while 
working on the premises or facilities of TCS or its Clients or in connection with the development of any intellectual 
property rights or work for or on behalf of TCS; 

a) use any third party material or intellectual property rights except those intellectual property rights provided by 
TCS or expressly authorised by TCS or without having proper authorisation or license or approval of the 
respective owner of such intellectual property rights. 

b) Participate in any activity for creation (including conception, design, development, testing, implementation, 
support or marketing) of any Intellectual Property for or on behalf of TCS or its affiliates if Associate has been 
exposed, directly or indirectly, to any Third Party IP which is in the same subject area (such as research area, 
technology or application area) as, or which is same or similar to, the Intellectual Property or any portion thereof, 
to be so created, unless; 

i) Associate has expressly declared to TCS in a prescribed form whether such exposure was owing to publically 
available information or under and subject to any agreement; AND 

ii) TCS has expressly confirmed to the Associate that TCS has proper authorization or license or approval of the 
respective owner of such Third Party IP to use the same in Intellectual Property or portion thereof to be created 
and authorized in writing Associate's participation in such activity. 

c) knowingly access, make reference to or use any Third Party IP (except as permitted under Section 5(a), 
directly or indirectly, during the period of association with the creation (conception, design, development, testing, 
implementation, support or marketing) of TCS Intellectual Property or portion thereof, which is in the same subject 
area of TCS Intellectual Property or which is same or similar to such TCS Intellectual Property or portion thereof 
being created. In case, Associate access or is exposed to any such Third Party IP during such association, 
Associate shall promptly bring it to the notice of TCS IP asset owner or TCS project manager in writing and 
immediately cease to participate in any such activity 

6. Security policies and Guidelines.
6.1 Associate agrees to abide by and be bound by any and all policies, documents, guidelines and processes 
including IP, Information Security and Confidentiality of TCS in force from time to time whether expressly 
endorsed or not. 

6.2 Associate acknowledge and agree that in the course of, and as a result of his/her engagement with TCS, 
Associate will have access to, obtain or come across personal data or information of other TCS Associates or 
Clients, including without limitation, sensitive personal data or information (collectively "Personal Data and 
Information") within the meaning of the applicable Indian Law and Rules or any other applicable Law, directive or 
regulation anywhere in the world. In respect of any such Personal Data and Information accessed, obtained, 
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acquired or processed by Associate for and on behalf of TCS, its affiliates or Clients, Associate undertake that 
he/she will: 

(a) process the Personal Data and Information only on behalf of TCS, its Affiliates or Clients, as the case may be, 
and only on and in accordance with instructions received from the data controller from time to time; 

(b) abide by such technical and organizational measures necessary to prevent the accidental or 
unlawful destruction or accidental loss, alteration, un-authorized disclosure or access to the Personal Data and 
Information; 

(c) promptly (and in any event within 24 hours of awareness) bring to notice of TCS or its Affiliates, as the case 
may be, of any actual or suspected incident of unauthorized or accidental disclosure of, or access to, the Personal 
Data and Information or other breach of this section (a "Security Breach"); 

(d) promptly provide TCS with all information in Associate's notice, possession or control concerning any Security 
Breach and not make any public announcement regarding a Security Breach without TCS's prior written consent; 

(e) not do, or omit to do, anything, which would cause TCS or any of its employees, officers or agents to be in 
breach of its obligations under any privacy or data protection policy, regulation or legislation; 

(f) upon expiry or termination of Associate's engagement with TCS, return all copies of the Personal Data and 
Information to TCS in Associate's possession or control; and 

(g) promptly bring to TCS notice of any request received from a data subject to have access to his/her Personal 
Data and Information or of any other communication relating to the access, use or processing of any Personal 
Data and Information (including any notice from the regulatory body) and fully co-operate and assist TCS in 
relation to any such request or communication. 

6.3 Associate expressly consent that TCS and/or its affiliates may collect, use, transfer, retain or otherwise 
process Associate's Personal Data and Information in connection with his/her engagement with TCS, in 
accordance with the then / current TCS policies and procedures and applicable privacy and data protection 
legislation. TCS may use third party services or sub-contractors to collect or otherwise process Associate's 
Personal Data and Information for which TCS shall remain responsible for such third party services provider or 
sub-contractor's compliance with TCS's obligations hereunder. 

7. Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client's premises or from home (remote working) as per 
the directions of supervisor and / or the provisions of the applicable policy. 

Associate understands that working in this hybrid environment may have higher confidentiality and information 
security risks. Associate acknowledges that when working remotely the Associate: 

a) Will work only in a private, secured work area in compliance with the guidelines issued and amended from time 
to time. 

b) Will comply with and work in a manner consistent with TCS Data Privacy and Security Policies/Protocols. 

c) Will bring to the notice of HR of the Unit to any circumstances that prevent Associate from working in a manner 
consistent with TCS data privacy and security policies/ protocols. 

d) Will inform the HR of the Unit if the Associate shares a home with any family member or an individual who is 
employed by a competitor of TCS or TCS client the Associate is assigned to, or if any other circumstances at 
home exist which implicates the TCS Code of Conduct Conflict of Interest provision. 
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e) Will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure obligations. 

f) Will be using the Company allotted laptop or similar authorized computing device (together called "official 
asset") only to connect to TCS network/customer network through authorized means (or the Customer provided 
laptop to access the customer network if so, mandated by the Customer). 

g) Will not allow anybody to share the official asset being used. 

8. Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, sell, incorporate or 
otherwise exploit, for his or her own use or for any other purpose, any of the Confidential Information including 
intellectual properties of TCS that is or may be revealed to him or her by TCS or which may in the course of his or 
her employment with TCS come into his or her possession or knowledge unless specifically authorized to do so in 
writing by TCS. 

9. No License
TCS and Associate agree that no license under any patent or copyright now existing or hereafter obtained by TCS 
is granted, agreed to be granted, or implied by the terms of this Agreement, or by the disclosure to Associate of 
the Confidential Information. 

10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession and / or knowledge of 
Associate is of a unique, highly confidential and proprietary nature. It is further acknowledged by Associate that 
the disclosure, distribution, dissemination and / or release by Associate of the Confidential Information without the 
prior written consent of TCS or any breach of the Confidentiality, Data and IP Protection Terms by Associate will 
cause TCS to suffer severe, immediate and irreparable damage and that upon any such breach or any threat 
thereof, TCS shall without prejudice to any other remedies available to it, be entitled to appropriate equitable relief 
including the relief of specific performance and injunctive relief, in addition to whatever remedies it might have at 
law. 

11.  General
(a)The provisions hereof shall be interpreted, determined and enforced in accordance with the laws of India. 

(b)In the event of any dispute or disagreement over the interpretation of any of the terms herein 
contained or any claim or liability of any party, the same shall be referred to a person to be nominated by TCS, 
whose decision shall be final and binding upon the parties hereto. Subject to the above, the arbitration shall be 
governed by the Arbitration and Conciliation Act, 1996 or any modifications or re-enactment thereof. Associate 
confirms that the fact that the arbitrator shall be a nominee of TCS shall not be a ground for objecting to such 
arbitration or challenging the decision of the arbitrator. The venue of arbitration shall be Mumbai. Subject to the 
above arbitration clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the laws of 
India. 

(c)If any provision hereof shall be found by a judicial tribunal to be contrary to governing law, it shall be deemed 
null and void without annulling or rendering invalid the remainder of the Agreement and if the invalid portion is 
such that the remainder cannot be sustained without it, the Parties herein shall find a suitable replacement to the 
invalid portion that shall be legally valid. 

(d)This Confidentiality, Data and IP Protection Terms along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the parties and supersedes all 
prior agreements and understandings pertaining to the subject matter thereof. No delay of omission of either Party 
in exercising or enforcing any of their rights or remedies hereunder shall constitute a waiver thereof. 

(e)This Confidentiality, Data and IP Protection Terms may not be amended except in writing signed by authorized 
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representatives of both parties. 

(f)The obligations of Associate in terms of this Confidentiality, Data and IP Protection Terms shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall continue thereafter in 
perpetuity. 

Please complete and return these documents to the TCSL HR executive, within 7 days of receiving this 
offer. 

This is to confirm that I have received the Letter of Offer on ________________ . 

I hereby accept this Offer and intend to join service on__________________. 

Name: 

Address: 

Signature: 

Date: 
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Offer: BUSINESS PROCESS SERVICES
Ref: TCSL/DT20234240162/Kolkata/BPS/BTN
Date: 03/08/2023

Ms. Ankita  Ankita
13/7
Kankarbagh
Krishna Kunj Ashok Nagar
Patna-800020
Bihar
Tel# -

Dear Ms. Ankita  Ankita,

Sub: Letter of Offer and Terms of Traineeship

Thank you for exploring training opportunities with Tata Consultancy Services Limited(TCSL). You have successfully 
completed our initial selection process and we are pleased to make you an offer as "Trainee BPS" for a period of 12 
months. During this period you will be paid a stipend of Rs. 10,250/- per month.You will be engaged as a Trainee / 
Apprentice under the model / certified Standing Orders (as the case may be) applicable to you. 

Kindly confirm your acceptance of this traineeship by proposing your date of joining and signing Annexure 1. If not 
accepted within 7 days of receipt, this offer is liable to lapse at the discretion of the Company. You may handover your 
acceptance letter to the HR Officer/ Induction Officer at any of our offices. 

After you accept this letter of traineeship and clear the medical check-up, and background check you will be given a 
letter of appointment as a trainee indicating the details of your joining date and initial place of posting after completing 
joining formalities as per company policy. 

TCS decision of releasing the Offer of Traineeship and allowing you to join the organization before completion of your 
final Graduation examination which has been uncertainly delayed owing to COVID-19 Pandemic, shall not be 
construed as a waiver of the condition specified in the Terms of Traineeship under clause 'Pre-requisites of 
Traineeship'. The status of your Graduation completion will be reviewed periodically. The Management reserves the 
right to revoke this Offer of Traineeship if it is later established that you could not successfully complete your 
Graduation without any pending arrears/backlogs. 
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OTHER BENEFITS

1. Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependents under the company's Health 
Insurance Scheme (HIS). You are automatically covered under a default HIS Plan. 

You have the flexibility to choose a plan which is higher than the existing default plan, by paying the applicable 
additional premium plus Service Tax, in which case the below benefits can be availed: 

a) Domiciliary Cover: This is a provision to cover the cost incurred towards any domiciliary treatment up to a 
specified limit for each insured person per annum. 

b) Base Cover: This is a provision to cover the cost incurred on hospitalization treatments up to a specified limit for 
each insured person per annum. 

c) Floater Cover: This benefit covers the hospitalization expenses incurred over and above the basic 
hospitalization cover limit. This is a family floater cover for you and your enrolled dependents. 

The total premium is split between Base Cover and Floater Cover Premium as per the plan applicable. 

i. Base Cover Premium: Towards Domiciliary and Base cover for self, spouse and up to three children is entirely 
borne by TCSL , provided these members are explicitly enrolled by you under the scheme. Additionally, if you 
wish to cover dependent parents/parents-in-law or remaining children, the applicable premium per insured person 
is to be borne by you. 

ii. Floater Cover Premium: Towards Floater cover is to be borne by you. 

*Note: The above Health Insurance Scheme is subject to revision. The policy changes if any, in future, will prevail 
. For further details, please refer to the policy document 

2. Professional Memberships:
You will be eligible for reimbursement of expenses towards professional membership as per TCSL 's policy. 

3. Social Security - Employees' State Insurance:
The company will contribute 3.25% of your stipend or such amount as determined by law towards ESI
contribution till you remain covered under Employee's State Insurance Act, 1948.

4. Compensation Benefits under ESI Act / Employees' Compensation Act:
If you are covered under Employees State Insurance Act (ESI Act), 1948 you are entitled to claim the benefits in 
the event of accidental injury resulting into death or disablement arising out of and in the course of employment, 
from Employees' State Insurance Corporation. 

If you are out of the purview of ESI Act, you will be eligible for compensation benefit in the event of death / 
disablement arising out of and in the course of employment as per the benefits under the Company's Afterlife 
Benefit Policy / Personal accident insurance scheme, whichever is applicable. For more details on this, refer TCS 
India policy - Afterlife Benefits and TCS India policy - Health Insurance after joining the organization. 

* Inclusion or exclusion of an employee under 'Employee State Insurance Corporation' is as defined as per the 
ESIC Act 

5. Night Shift Stipend:
Trainees assigned to night shifts for training would be eligible for a Night Shift Stipend of Rs. 200/- per shift 
as per the company policy. 
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6. Process Specific Stipend:
Based on your allocation, to a process and on account of the process complexity involved, you may be eligible for 
additional process specific stipend, as defined by the Company. 

TERMS OF TRAINEESHIP

1. Traineeship Pre-requisites
Your appointment as a Trainee / Apprentice under the model / certified Standing Order will be subject to 
successful completion of your graduation examination without any pending arrears / back logs during the entire 
course duration. 

It is clearly understood, agreed and made abundantly clear that in case you do not successfully clear your 
graduation your traineeship with TCSL will be discontinued without any notice or notice pay 

It is mandatory to declare the gaps / arrears / back log, if any, during your academics and work experience. The 
management reserves the right to withdraw/revoke the offer of traineeship at any time at its sole discretion in case 
of any discrepancy or false information is found in the details submitted by you. 

2. Traineeship Period:
During the period of your training of 12 months, you may be required to undergo classroom and on the job 
training. During this period, you may be appraised to evaluate your performance and if your performance is found 
to be satisfactory, you may be absorbed / appointed in the regular employment of the Company at its sole 
discretion. 

It is hereby specifically clarified that the Company is under no obligation whatsoever to absorb / appoint you on 
regular basis upon successful completion of your training period of 12 months. You shall not be deemed to have 
been absorbed / appointed in the regular employment of the company, unless & until you receive a written 
communication in this regard from the Company. 

If your performance is found unsatisfactory, TCSL may terminate your traineeship forthwith by giving you 30 
calendar days' notice in writing or payment of stipend for 30 calendar days in lieu thereof. 

If you remain on unauthorized absence for a consecutive period of 3 days during the training programme without 
authorisation or intimation, a presumption shall arise that you have abandoned your traineeship and the company 
shall be entitled to disqualify and disentitle you forthwith for any further training and your name is liable to be 
automatically stand discontinued from the list of ILP trainees without any further intimation / separate 
communication to you. 

3. Hours of Training:
You may be required to undergo training in shifts and / or in extended training hours as permitted by law. 

4. Leave:
You will be entitled for leaves as per the company's policy. 

5. Transport:
TCS BPS provides company transport facility within a pre-defined radius for each location as defined in the 
company transport policy. TCS employees living beyond these boundaries would be required to make their own 
arrangements and the routes are predetermined and not permitted to be varied under any circumstances. The 
company will make appropriate provisions for those working in night shift as permitted by law/ policy. 
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6. Alternative Occupation / Traineeship:
During the period of your traineeship at TCSL , you are not permitted to undertake any other traineeship, 
employment, business, assume any public or private office, honorary or remunerative, without the prior written 
permission of the company. 

7. Confidentiality, Data and Intellectual Property Protection:
As part of the joining formalities, you are required to sign a Confidentiality, Data and IP Protection Terms, which 
aims to protect the intellectual property rights and business information of TCSL and its clients. The detailed 
Confidentiality, Data and IP Protection related terms and conditions are set out in Annexure 2 

8. Work in SBWS mode:
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model framework that allows 
seamless deployment of virtual workspaces in a secure manner that enables flexible working options aligned to its 
business objectives. You may be required to work either from TCS offices/TCS Client offices or from home 
(remote working) as per the requirements of the project or group you are assigned to work with and as 
communicated to you by the Unit HR or your supervisor. You are required to abide by the Policy and / or 
Guidelines issued by TCS from time to time while operating within this framework. For more details, please refer 
the Policy / Guideline document on Remote Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such flexible working and ensure 
adherence to TCS Security Policies/Protocols and Confidentiality obligations at all times. 

9. TATA Code of Conduct:
You are required to sign the TATA Code of Conduct and follow the same in your day to day conduct as a trainee 
of TCSL . 

10.  Notice Period:
You will have to give at least 30 calendar days' prior notice in writing before discontinuing your traineeship with the 
Company. The Company may discontinue your traineeship by giving you 30 calendar days' notice in writing or 
payment of stipend for 30 days in lieu thereof. 

11.  Medical Test:
You are required to undergo a pre-Traineeship medical check-up and obtain a fitness certificate from the 
registered medical practitioner/Doctor. This is a pre-condition for Traineeship. Please collect the medical check-up 
authorization letter from the company HR executive, at the time of submitting your written acceptance of this offer. 
To verify your identification, we request you to carry a photograph and a photo identification document issued by 
government like passport, PAN card, Election Card, Driving License etc. If you are a campus recruit, you may 
produce your current educational institute`s photo identification card in the absence of government photo 
identification document. 

Retention of reasonable medical fitness is also a condition of Traineeship. The company also reserves the right to 
get yourself examined by a doctor at any time during your Traineeship and futher employment(if absorbed in 
Regular Employment) to ascertain your medical fitness. The opinion of the doctor appointed by the company shall 
be final and binding on both parties. Your failure, refusal or inability to appear for such medical examination will 
result in the determination of your Traineeship or Employment as the case may be without any notice or notice 
pay in lieu of notice. 

Your Traineeship or further Employment (if absorbed in Regular Employment) is liable to be discontinued / 
terminated on account of your continued ill health or if you are found to be medically unfit for the job as may be 
certified by the company's doctor. 

12. Background Check:
Your traineeship will be subject to a background check in line with the Company's background check policy. A 
specially appointed agency will conduct internal and external background checks. Normally, such checks are 
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completed within one month of joining. If the background checks are unfavorable or at a variance with your own 
declarations, your traineeship will be discontinued without any notice. 

13. Submission of Documents:
At the time of your joining traineeship, photocopy of the following documents should be submitted. Please carry 
the original copies for verification. 

- Standard X and XII Mark sheets equivalent
- Degree certificate and mark sheets for all semesters
- Postgraduate degree certificate and mark sheets for all semesters (if you are a Post-graduate)
- Birth Certificate / Proof of Age
- Passport
- 6 photographs - passport size
- An affidavit / notarised undertaking that there is no criminal offence registered/pending against you.
Your original documents will be returned to you after verification. 

14. Initial Learning Programme (ILP)
On joining TCSL as Trainee, you will be given the benefit of formal & on the job training ("Initial Learning 
Programme") at the location, as identified, for such a period as TCSL may decide. The said training 
programme forms a critical part of your traineeship and is an ongoing process. TCSL continues to make 
investment on training and development of its trainees. This will be of immense value to you and a large part of 
ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing process and a formal 
evaluation will be carried out during the training. We would request that the training be taken very seriously to 
enable you to add maximum value to your professional and personal growth. 

15. Letter of Appointment
Your will be issued a letter of appointment on your joining and after completing joining formalities as per 
TCSL policy 

16. Personal Data Processing:
Your personal data collected and developed during recruitment process will be processed in accordance with the 
TCS Data Privacy Policy. The personal data referred therein are details related to contact, family, education, 
personal identifiers issued by government, social profile, background references, previous employment and 
experience, medical history, skillset, proficiency and certifications, job profile and your career aspirations. 

It will be processed for various organizational purposes such as recruitment, onboarding, background check, 
project assignment, performance management, job rotation, career development including at leadership level, 
diversity and inclusion initiatives, global mobility, wellness program, statutory and legal requirements and specific 
organizational initiatives in force during your tenure in TCS. 

After you join TCS, there would be more sets of Personal Information (PI) attributes processed for various 
legitimate purposes. All of it will be processed with compliance to applicable laws and the TCS Data Privacy 
Policy. In some scenarios of your PI processing, you will be provided with appropriate notice and/or explicit 
consent might be obtained from time to time. 

For the purposes mentioned above, your required PI may be shared with specific vendor organizations who 
provide services to TCS, e.g. background check, health insurance, counselling, travel, transport and visa, payroll 
services, associate engagement activities, and financial and taxation services. 

As TCS is a global company, your PI may be shared with entities outside India, limited for the purposes mentioned 
above and/or in this offer letter. 
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In case of oversees deputation, available privacy rights would be governed as per regulatory provisions and / or 
TCS policies/notice provided applicable at your overseas location. 

17. Terms and conditions:
The above terms and conditions of traineeship are specific to your traineeship period in India. 

18. Rules and Regulations of the Company:
Your traineeship will be governed by the policies, rules, regulations, practices, processes and procedures of the 
Company as applicable to you and the changes therein from time to time. 

19. Compliance to all clauses:
You will be required to fulfill all the terms and conditions mentioned in this letter of offer of traineeship. Any failure 
to fulfill any term and /or condition and/or failure to clear any test successfully would entitle TCSL in 
withdrawing this letter of traineeship at its sole discretion. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not interested in the 
Traineeship and this offer will be automatically withdrawn. Post acceptance of TCSL offer letter if you fail to join on 
the date provided in the TCSL joining letter, the offer will stand automatically terminated at the sole discretion of 
TCSL . 

We look forward to having you in our global team. 

Yours Sincerely, 

For Tata Consultancy Services Limited. 
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Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click Here or use a QR code scanner from your

mobile to validate the offer letter

Encl: Annexure 1: Acceptance
        Annexure 2: Confidentiality, Data and Intellectual Property Protection Terms

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=p3pFT36TL3L8ZiFZpUpF4T444p4466669ZpZb3Li0pqT0UqTFTFF4044qpq6U64UF0FF4p4406q


ANNEXURE 1

For the candidate to complete:

This is to confirm that I have received the letter of offer and Terms of Traineeship ref No   
TCSL/DT20234240162/Kolkata/BPS/BTN on _____________ (MMM/DD/YYYY).   
I hereby accept this Offer and intend to join traineeship on:

Signature:

Name:
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Annexure 2

                                   Confidentiality, Data and Intellectual Property Protection Terms

1. Confidential Information
"Conf ident ia l  Informat ion" shal l  mean al l  Invent ions and Know-how, informat ion and mater ia l  
of TCS and its subsidiaries as applicable (Collectively termed as TCS) (including for avoidance of doubt any 
Confidential Information of its Clients) that comes into the possession or know of the Associate and shall include 
the following: 

(a) Any and all information processing programs, software, properties, items, information, data, material or any 
nature whatsoever or any parts thereof, additions thereto and materials related thereto, produced or created at 
any time by TCS or the Associate in the course of or in connection with or arising out of the Associate's 
association with TCS. Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, manufacture, operation, 
specifications, use and services of the TCS equipment and components, including, but not limited to, engineering 
and laboratory notebooks, reports, process data, test data, performance data, inventions, trade secrets, systems, 
software, object codes, source codes, copyrighted matters, methods, drawings, computations, calculations, 
computer programs, narrations, flow charts and all documentation therefore and all copies thereof (including for 
avoidance of doubt any such material belonging to the Clients of TCS) 

(c) Corporate strategies and other confidential and proprietary material and information, which could cause 
competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, gathered or collected or 
obtained by the Associate in the course of or arising out of the association with TCS or while in or in connection 
with or for the purposes of his/her association with TCS or any of the operations and entrusted by TCS to the 
Associate. 

2. Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade secret of TCS. Associate 
agrees not to use, or cause to be used, or disclose or divulge or part with either directly or indirectly any 
Confidential Information for the benefit of or to any third parties except for or on behalf of or as directed or 
authorized by TCS or to a person having a valid contract with TCS . Upon termination of employment, the 
Associate agrees to surrender to TCS all Confidential Information that he or she may then possess or have under 
his or her control. 

3. Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential Information shall at all times 
vest in and remain with or belong to TCS and Associate shall have no right title or claim of any nature whatsoever 
in the Confidential Information. Associate shall promptly disclose to an authorized officer of TCS all inventions, 
ideas, innovations, discoveries, improvements, suggestions, or reports and enhancements made, created, 
developed, conceived or devised by him or her arising out of his or her engagement with TCS, including in the 
course of provision of services to the Clients of TCS and Associate hereby agrees and confirms that all such 
intellectual property rights shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any interest in and to any 
domestic or foreign patent rights, trademarks, trade names copyrights and trade secret rights therein and any 
renewals thereof. On request of TCS, Associate shall execute from time to time, during or after the termination of 
his or her employment, such further instruments, including without limitations, applications for letters of patent, 
trademarks, trade names and copyrights or assignments thereof, as may be deemed necessary or desirable by 
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TCS to perfect the title of TCS in the intellectual property rights and to effectuate the provisions hereof. All 
expenses of filling or prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any such applications. Associate 
hereby expressly waives any "artist's rights" or "moral rights", which Associate might otherwise have in such 
intellectual property rights. 

4. Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no knowledge of the 
Confidential Information of TCS and that such Confidential Information is of a confidential and secret character 
and is vital to the continued success of TCS's business. Associate further acknowledges that he or she is 
associated with TCS in a capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential Information, it is necessary 
for TCS to protect such Confidential Information by holding it secret and confidential. 

5. Use of third party material
Associate expressly agrees that Associate shall not in the course of his or her association with TCS and while 
working on the premises or facilities of TCS or its Clients or in connection with the development of any intellectual 
property rights or work for or on behalf of TCS; 

a) use any third party material or intellectual property rights except those intellectual property rights provided by 
TCS or expressly authorised by TCS or without having proper authorisation or license or approval of the 
respective owner of such intellectual property rights. 

b) Participate in any activity for creation (including conception, design, development, testing, implementation, 
support or marketing) of any Intellectual Property for or on behalf of TCS or its affiliates if Associate has been 
exposed, directly or indirectly, to any Third Party IP which is in the same subject area (such as research area, 
technology or application area) as, or which is same or similar to, the Intellectual Property or any portion thereof, 
to be so created, unless; 

i) Associate has expressly declared to TCS in a prescribed form whether such exposure was owing to publically 
available information or under and subject to any agreement; AND 

ii) TCS has expressly confirmed to the Associate that TCS has proper authorization or license or approval of the 
respective owner of such Third Party IP to use the same in Intellectual Property or portion thereof to be created 
and authorized in writing Associate's participation in such activity. 

c) knowingly access, make reference to or use any Third Party IP (except as permitted under Section 5(a), 
directly or indirectly, during the period of association with the creation (conception, design, development, testing, 
implementation, support or marketing) of TCS Intellectual Property or portion thereof, which is in the same subject 
area of TCS Intellectual Property or which is same or similar to such TCS Intellectual Property or portion thereof 
being created. In case, Associate access or is exposed to any such Third Party IP during such association, 
Associate shall promptly bring it to the notice of TCS IP asset owner or TCS project manager in writing and 
immediately cease to participate in any such activity 

6. Security policies and Guidelines.
6.1 Associate agrees to abide by and be bound by any and all policies, documents, guidelines and processes 
including IP, Information Security and Confidentiality of TCS in force from time to time whether expressly 
endorsed or not. 

6.2 Associate acknowledge and agree that in the course of, and as a result of his/her engagement with TCS, 
Associate will have access to, obtain or come across personal data or information of other TCS Associates or 
Clients, including without limitation, sensitive personal data or information (collectively "Personal Data and 
Information") within the meaning of the applicable Indian Law and Rules or any other applicable Law, directive or 
regulation anywhere in the world. In respect of any such Personal Data and Information accessed, obtained, 
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acquired or processed by Associate for and on behalf of TCS, its affiliates or Clients, Associate undertake that 
he/she will: 

(a) process the Personal Data and Information only on behalf of TCS, its Affiliates or Clients, as the case may be, 
and only on and in accordance with instructions received from the data controller from time to time; 

(b) abide by such technical and organizational measures necessary to prevent the accidental or 
unlawful destruction or accidental loss, alteration, un-authorized disclosure or access to the Personal Data and 
Information; 

(c) promptly (and in any event within 24 hours of awareness) bring to notice of TCS or its Affiliates, as the case 
may be, of any actual or suspected incident of unauthorized or accidental disclosure of, or access to, the Personal 
Data and Information or other breach of this section (a "Security Breach"); 

(d) promptly provide TCS with all information in Associate's notice, possession or control concerning any Security 
Breach and not make any public announcement regarding a Security Breach without TCS's prior written consent; 

(e) not do, or omit to do, anything, which would cause TCS or any of its employees, officers or agents to be in 
breach of its obligations under any privacy or data protection policy, regulation or legislation; 

(f) upon expiry or termination of Associate's engagement with TCS, return all copies of the Personal Data and 
Information to TCS in Associate's possession or control; and 

(g) promptly bring to TCS notice of any request received from a data subject to have access to his/her Personal 
Data and Information or of any other communication relating to the access, use or processing of any Personal 
Data and Information (including any notice from the regulatory body) and fully co-operate and assist TCS in 
relation to any such request or communication. 

6.3 Associate expressly consent that TCS and/or its affiliates may collect, use, transfer, retain or otherwise 
process Associate's Personal Data and Information in connection with his/her engagement with TCS, in 
accordance with the then / current TCS policies and procedures and applicable privacy and data protection 
legislation. TCS may use third party services or sub-contractors to collect or otherwise process Associate's 
Personal Data and Information for which TCS shall remain responsible for such third party services provider or 
sub-contractor's compliance with TCS's obligations hereunder. 

7. Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client's premises or from home (remote working) as per 
the directions of supervisor and / or the provisions of the applicable policy. 

Associate understands that working in this hybrid environment may have higher confidentiality and information 
security risks. Associate acknowledges that when working remotely the Associate: 

a) Will work only in a private, secured work area in compliance with the guidelines issued and amended from time 
to time. 

b) Will comply with and work in a manner consistent with TCS Data Privacy and Security Policies/Protocols. 

c) Will bring to the notice of HR of the Unit to any circumstances that prevent Associate from working in a manner 
consistent with TCS data privacy and security policies/ protocols. 

d) Will inform the HR of the Unit if the Associate shares a home with any family member or an individual who is 
employed by a competitor of TCS or TCS client the Associate is assigned to, or if any other circumstances at 
home exist which implicates the TCS Code of Conduct Conflict of Interest provision. 
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e) Will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure obligations. 

f) Will be using the Company allotted laptop or similar authorized computing device (together called "official 
asset") only to connect to TCS network/customer network through authorized means (or the Customer provided 
laptop to access the customer network if so, mandated by the Customer). 

g) Will not allow anybody to share the official asset being used. 

8. Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, sell, incorporate or 
otherwise exploit, for his or her own use or for any other purpose, any of the Confidential Information including 
intellectual properties of TCS that is or may be revealed to him or her by TCS or which may in the course of his or 
her employment with TCS come into his or her possession or knowledge unless specifically authorized to do so in 
writing by TCS. 

9. No License
TCS and Associate agree that no license under any patent or copyright now existing or hereafter obtained by TCS 
is granted, agreed to be granted, or implied by the terms of this Agreement, or by the disclosure to Associate of 
the Confidential Information. 

10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession and / or knowledge of 
Associate is of a unique, highly confidential and proprietary nature. It is further acknowledged by Associate that 
the disclosure, distribution, dissemination and / or release by Associate of the Confidential Information without the 
prior written consent of TCS or any breach of the Confidentiality, Data and IP Protection Terms by Associate will 
cause TCS to suffer severe, immediate and irreparable damage and that upon any such breach or any threat 
thereof, TCS shall without prejudice to any other remedies available to it, be entitled to appropriate equitable relief 
including the relief of specific performance and injunctive relief, in addition to whatever remedies it might have at 
law. 

11.  General
(a)The provisions hereof shall be interpreted, determined and enforced in accordance with the laws of India. 

(b)In the event of any dispute or disagreement over the interpretation of any of the terms herein 
contained or any claim or liability of any party, the same shall be referred to a person to be nominated by TCS, 
whose decision shall be final and binding upon the parties hereto. Subject to the above, the arbitration shall be 
governed by the Arbitration and Conciliation Act, 1996 or any modifications or re-enactment thereof. Associate 
confirms that the fact that the arbitrator shall be a nominee of TCS shall not be a ground for objecting to such 
arbitration or challenging the decision of the arbitrator. The venue of arbitration shall be Mumbai. Subject to the 
above arbitration clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the laws of 
India. 

(c)If any provision hereof shall be found by a judicial tribunal to be contrary to governing law, it shall be deemed 
null and void without annulling or rendering invalid the remainder of the Agreement and if the invalid portion is 
such that the remainder cannot be sustained without it, the Parties herein shall find a suitable replacement to the 
invalid portion that shall be legally valid. 

(d)This Confidentiality, Data and IP Protection Terms along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the parties and supersedes all 
prior agreements and understandings pertaining to the subject matter thereof. No delay of omission of either Party 
in exercising or enforcing any of their rights or remedies hereunder shall constitute a waiver thereof. 

(e)This Confidentiality, Data and IP Protection Terms may not be amended except in writing signed by authorized 
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representatives of both parties. 

(f)The obligations of Associate in terms of this Confidentiality, Data and IP Protection Terms shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall continue thereafter in 
perpetuity. 

Please complete and return these documents to the TCSL HR executive, within 7 days of receiving this 
offer. 

This is to confirm that I have received the Letter of Offer on ________________ . 

I hereby accept this Offer and intend to join service on__________________. 

Name: 

Address: 

Signature: 

Date: 
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Offer: BUSINESS PROCESS SERVICES
Ref: TCSL/DT20223660177/Kolkata/BPS/BTN
Date: 24/07/2023

Ms. Aashika  Sharma
B. H Colony, Bhootnath Road, Lig, 3lf , Block - 4 , Flat No - 283
Bhootnath Road
Housing Board Office
Patna-800026
Bihar
Tel# -9341261489

Dear Ms. Aashika  Sharma,

Sub: Letter of Offer and Terms of Traineeship

Thank you for exploring training opportunities with Tata Consultancy Services Limited(TCSL). You have successfully 
completed our initial selection process and we are pleased to make you an offer as "Trainee BPS" for a period of 12 
months. During this period you will be paid a stipend of Rs. 10,250/- per month.You will be engaged as a Trainee / 
Apprentice under the model / certified Standing Orders (as the case may be) applicable to you. 

Kindly confirm your acceptance of this traineeship by proposing your date of joining and signing Annexure 1. If not 
accepted within 7 days of receipt, this offer is liable to lapse at the discretion of the Company. You may handover your 
acceptance letter to the HR Officer/ Induction Officer at any of our offices. 

After you accept this letter of traineeship and clear the medical check-up, and background check you will be given a 
letter of appointment as a trainee indicating the details of your joining date and initial place of posting after completing 
joining formalities as per company policy. 

TCS decision of releasing the Offer of Traineeship and allowing you to join the organization before completion of your 
final Graduation examination which has been uncertainly delayed owing to COVID-19 Pandemic, shall not be 
construed as a waiver of the condition specified in the Terms of Traineeship under clause 'Pre-requisites of 
Traineeship'. The status of your Graduation completion will be reviewed periodically. The Management reserves the 
right to revoke this Offer of Traineeship if it is later established that you could not successfully complete your 
Graduation without any pending arrears/backlogs. 
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OTHER BENEFITS

1. Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependents under the company's Health 
Insurance Scheme (HIS). You are automatically covered under a default HIS Plan. 

You have the flexibility to choose a plan which is higher than the existing default plan, by paying the applicable 
additional premium plus Service Tax, in which case the below benefits can be availed: 

a) Domiciliary Cover: This is a provision to cover the cost incurred towards any domiciliary treatment up to a 
specified limit for each insured person per annum. 

b) Base Cover: This is a provision to cover the cost incurred on hospitalization treatments up to a specified limit for 
each insured person per annum. 

c) Floater Cover: This benefit covers the hospitalization expenses incurred over and above the basic 
hospitalization cover limit. This is a family floater cover for you and your enrolled dependents. 

The total premium is split between Base Cover and Floater Cover Premium as per the plan applicable. 

i. Base Cover Premium: Towards Domiciliary and Base cover for self, spouse and up to three children is entirely 
borne by TCSL , provided these members are explicitly enrolled by you under the scheme. Additionally, if you 
wish to cover dependent parents/parents-in-law or remaining children, the applicable premium per insured person 
is to be borne by you. 

ii. Floater Cover Premium: Towards Floater cover is to be borne by you. 

*Note: The above Health Insurance Scheme is subject to revision. The policy changes if any, in future, will prevail 
. For further details, please refer to the policy document 

2. Professional Memberships:
You will be eligible for reimbursement of expenses towards professional membership as per TCSL 's policy. 

3. Social Security - Employees' State Insurance:
The company will contribute 3.25% of your stipend or such amount as determined by law towards ESI
contribution till you remain covered under Employee's State Insurance Act, 1948.

4. Compensation Benefits under ESI Act / Employees' Compensation Act:
If you are covered under Employees State Insurance Act (ESI Act), 1948 you are entitled to claim the benefits in 
the event of accidental injury resulting into death or disablement arising out of and in the course of employment, 
from Employees' State Insurance Corporation. 

If you are out of the purview of ESI Act, you will be eligible for compensation benefit in the event of death / 
disablement arising out of and in the course of employment as per the benefits under the Company's Afterlife 
Benefit Policy / Personal accident insurance scheme, whichever is applicable. For more details on this, refer TCS 
India policy - Afterlife Benefits and TCS India policy - Health Insurance after joining the organization. 

* Inclusion or exclusion of an employee under 'Employee State Insurance Corporation' is as defined as per the 
ESIC Act 

5. Night Shift Stipend:
Trainees assigned to night shifts for training would be eligible for a Night Shift Stipend of Rs. 200/- per shift 
as per the company policy. 
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6. Process Specific Stipend:
Based on your allocation, to a process and on account of the process complexity involved, you may be eligible for 
additional process specific stipend, as defined by the Company. 

TERMS OF TRAINEESHIP

1. Traineeship Pre-requisites
Your appointment as a Trainee / Apprentice under the model / certified Standing Order will be subject to 
successful completion of your graduation examination without any pending arrears / back logs during the entire 
course duration. 

It is clearly understood, agreed and made abundantly clear that in case you do not successfully clear your 
graduation your traineeship with TCSL will be discontinued without any notice or notice pay 

It is mandatory to declare the gaps / arrears / back log, if any, during your academics and work experience. The 
management reserves the right to withdraw/revoke the offer of traineeship at any time at its sole discretion in case 
of any discrepancy or false information is found in the details submitted by you. 

2. Traineeship Period:
During the period of your training of 12 months, you may be required to undergo classroom and on the job 
training. During this period, you may be appraised to evaluate your performance and if your performance is found 
to be satisfactory, you may be absorbed / appointed in the regular employment of the Company at its sole 
discretion. 

It is hereby specifically clarified that the Company is under no obligation whatsoever to absorb / appoint you on 
regular basis upon successful completion of your training period of 12 months. You shall not be deemed to have 
been absorbed / appointed in the regular employment of the company, unless & until you receive a written 
communication in this regard from the Company. 

If your performance is found unsatisfactory, TCSL may terminate your traineeship forthwith by giving you 30 
calendar days' notice in writing or payment of stipend for 30 calendar days in lieu thereof. 

If you remain on unauthorized absence for a consecutive period of 3 days during the training programme without 
authorisation or intimation, a presumption shall arise that you have abandoned your traineeship and the company 
shall be entitled to disqualify and disentitle you forthwith for any further training and your name is liable to be 
automatically stand discontinued from the list of ILP trainees without any further intimation / separate 
communication to you. 

3. Hours of Training:
You may be required to undergo training in shifts and / or in extended training hours as permitted by law. 

4. Leave:
You will be entitled for leaves as per the company's policy. 

5. Transport:
TCS BPS provides company transport facility within a pre-defined radius for each location as defined in the 
company transport policy. TCS employees living beyond these boundaries would be required to make their own 
arrangements and the routes are predetermined and not permitted to be varied under any circumstances. The 
company will make appropriate provisions for those working in night shift as permitted by law/ policy. 
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6. Alternative Occupation / Traineeship:
During the period of your traineeship at TCSL , you are not permitted to undertake any other traineeship, 
employment, business, assume any public or private office, honorary or remunerative, without the prior written 
permission of the company. 

7. Confidentiality, Data and Intellectual Property Protection:
As part of the joining formalities, you are required to sign a Confidentiality, Data and IP Protection Terms, which 
aims to protect the intellectual property rights and business information of TCSL and its clients. The detailed 
Confidentiality, Data and IP Protection related terms and conditions are set out in Annexure 2 

8. Work in SBWS mode:
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model framework that allows 
seamless deployment of virtual workspaces in a secure manner that enables flexible working options aligned to its 
business objectives. You may be required to work either from TCS offices/TCS Client offices or from home 
(remote working) as per the requirements of the project or group you are assigned to work with and as 
communicated to you by the Unit HR or your supervisor. You are required to abide by the Policy and / or 
Guidelines issued by TCS from time to time while operating within this framework. For more details, please refer 
the Policy / Guideline document on Remote Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such flexible working and ensure 
adherence to TCS Security Policies/Protocols and Confidentiality obligations at all times. 

9. TATA Code of Conduct:
You are required to sign the TATA Code of Conduct and follow the same in your day to day conduct as a trainee 
of TCSL . 

10.  Notice Period:
You will have to give at least 30 calendar days' prior notice in writing before discontinuing your traineeship with the 
Company. The Company may discontinue your traineeship by giving you 30 calendar days' notice in writing or 
payment of stipend for 30 days in lieu thereof. 

11.  Medical Test:
You are required to undergo a pre-Traineeship medical check-up and obtain a fitness certificate from the 
registered medical practitioner/Doctor. This is a pre-condition for Traineeship. Please collect the medical check-up 
authorization letter from the company HR executive, at the time of submitting your written acceptance of this offer. 
To verify your identification, we request you to carry a photograph and a photo identification document issued by 
government like passport, PAN card, Election Card, Driving License etc. If you are a campus recruit, you may 
produce your current educational institute`s photo identification card in the absence of government photo 
identification document. 

Retention of reasonable medical fitness is also a condition of Traineeship. The company also reserves the right to 
get yourself examined by a doctor at any time during your Traineeship and futher employment(if absorbed in 
Regular Employment) to ascertain your medical fitness. The opinion of the doctor appointed by the company shall 
be final and binding on both parties. Your failure, refusal or inability to appear for such medical examination will 
result in the determination of your Traineeship or Employment as the case may be without any notice or notice 
pay in lieu of notice. 

Your Traineeship or further Employment (if absorbed in Regular Employment) is liable to be discontinued / 
terminated on account of your continued ill health or if you are found to be medically unfit for the job as may be 
certified by the company's doctor. 

12. Background Check:
Your traineeship will be subject to a background check in line with the Company's background check policy. A 
specially appointed agency will conduct internal and external background checks. Normally, such checks are 
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completed within one month of joining. If the background checks are unfavorable or at a variance with your own 
declarations, your traineeship will be discontinued without any notice. 

13. Submission of Documents:
At the time of your joining traineeship, photocopy of the following documents should be submitted. Please carry 
the original copies for verification. 

- Standard X and XII Mark sheets equivalent
- Degree certificate and mark sheets for all semesters
- Postgraduate degree certificate and mark sheets for all semesters (if you are a Post-graduate)
- Birth Certificate / Proof of Age
- Passport
- 6 photographs - passport size
- An affidavit / notarised undertaking that there is no criminal offence registered/pending against you.
Your original documents will be returned to you after verification. 

14. Initial Learning Programme (ILP)
On joining TCSL as Trainee, you will be given the benefit of formal & on the job training ("Initial Learning 
Programme") at the location, as identified, for such a period as TCSL may decide. The said training 
programme forms a critical part of your traineeship and is an ongoing process. TCSL continues to make 
investment on training and development of its trainees. This will be of immense value to you and a large part of 
ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing process and a formal 
evaluation will be carried out during the training. We would request that the training be taken very seriously to 
enable you to add maximum value to your professional and personal growth. 

15. Letter of Appointment
Your will be issued a letter of appointment on your joining and after completing joining formalities as per 
TCSL policy 

16. Personal Data Processing:
Your personal data collected and developed during recruitment process will be processed in accordance with the 
TCS Data Privacy Policy. The personal data referred therein are details related to contact, family, education, 
personal identifiers issued by government, social profile, background references, previous employment and 
experience, medical history, skillset, proficiency and certifications, job profile and your career aspirations. 

It will be processed for various organizational purposes such as recruitment, onboarding, background check, 
project assignment, performance management, job rotation, career development including at leadership level, 
diversity and inclusion initiatives, global mobility, wellness program, statutory and legal requirements and specific 
organizational initiatives in force during your tenure in TCS. 

After you join TCS, there would be more sets of Personal Information (PI) attributes processed for various 
legitimate purposes. All of it will be processed with compliance to applicable laws and the TCS Data Privacy 
Policy. In some scenarios of your PI processing, you will be provided with appropriate notice and/or explicit 
consent might be obtained from time to time. 

For the purposes mentioned above, your required PI may be shared with specific vendor organizations who 
provide services to TCS, e.g. background check, health insurance, counselling, travel, transport and visa, payroll 
services, associate engagement activities, and financial and taxation services. 

As TCS is a global company, your PI may be shared with entities outside India, limited for the purposes mentioned 
above and/or in this offer letter. 
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In case of oversees deputation, available privacy rights would be governed as per regulatory provisions and / or 
TCS policies/notice provided applicable at your overseas location. 

17. Terms and conditions:
The above terms and conditions of traineeship are specific to your traineeship period in India. 

18. Rules and Regulations of the Company:
Your traineeship will be governed by the policies, rules, regulations, practices, processes and procedures of the 
Company as applicable to you and the changes therein from time to time. 

19. Compliance to all clauses:
You will be required to fulfill all the terms and conditions mentioned in this letter of offer of traineeship. Any failure 
to fulfill any term and /or condition and/or failure to clear any test successfully would entitle TCSL in 
withdrawing this letter of traineeship at its sole discretion. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not interested in the 
Traineeship and this offer will be automatically withdrawn. Post acceptance of TCSL offer letter if you fail to join on 
the date provided in the TCSL joining letter, the offer will stand automatically terminated at the sole discretion of 
TCSL . 

We look forward to having you in our global team. 

Yours Sincerely, 

For Tata Consultancy Services Limited. 
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Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click Here or use a QR code scanner from your

mobile to validate the offer letter

Encl: Annexure 1: Acceptance
        Annexure 2: Confidentiality, Data and Intellectual Property Protection Terms

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=4F4400qT6T66b9LibULi4i44qUq6xTx4ip8ixZx4iF8i3bxU6Z66TU6Tq4q63ixU8488p8pF464


ANNEXURE 1

For the candidate to complete:

This is to confirm that I have received the letter of offer and Terms of Traineeship ref No   
TCSL/DT20223660177/Kolkata/BPS/BTN on _____________ (MMM/DD/YYYY).   
I hereby accept this Offer and intend to join traineeship on:

Signature:

Name:
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Annexure 2

                                   Confidentiality, Data and Intellectual Property Protection Terms

1. Confidential Information
"Conf ident ia l  Informat ion" shal l  mean al l  Invent ions and Know-how, informat ion and mater ia l  
of TCS and its subsidiaries as applicable (Collectively termed as TCS) (including for avoidance of doubt any 
Confidential Information of its Clients) that comes into the possession or know of the Associate and shall include 
the following: 

(a) Any and all information processing programs, software, properties, items, information, data, material or any 
nature whatsoever or any parts thereof, additions thereto and materials related thereto, produced or created at 
any time by TCS or the Associate in the course of or in connection with or arising out of the Associate's 
association with TCS. Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, manufacture, operation, 
specifications, use and services of the TCS equipment and components, including, but not limited to, engineering 
and laboratory notebooks, reports, process data, test data, performance data, inventions, trade secrets, systems, 
software, object codes, source codes, copyrighted matters, methods, drawings, computations, calculations, 
computer programs, narrations, flow charts and all documentation therefore and all copies thereof (including for 
avoidance of doubt any such material belonging to the Clients of TCS) 

(c) Corporate strategies and other confidential and proprietary material and information, which could cause 
competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, gathered or collected or 
obtained by the Associate in the course of or arising out of the association with TCS or while in or in connection 
with or for the purposes of his/her association with TCS or any of the operations and entrusted by TCS to the 
Associate. 

2. Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade secret of TCS. Associate 
agrees not to use, or cause to be used, or disclose or divulge or part with either directly or indirectly any 
Confidential Information for the benefit of or to any third parties except for or on behalf of or as directed or 
authorized by TCS or to a person having a valid contract with TCS . Upon termination of employment, the 
Associate agrees to surrender to TCS all Confidential Information that he or she may then possess or have under 
his or her control. 

3. Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential Information shall at all times 
vest in and remain with or belong to TCS and Associate shall have no right title or claim of any nature whatsoever 
in the Confidential Information. Associate shall promptly disclose to an authorized officer of TCS all inventions, 
ideas, innovations, discoveries, improvements, suggestions, or reports and enhancements made, created, 
developed, conceived or devised by him or her arising out of his or her engagement with TCS, including in the 
course of provision of services to the Clients of TCS and Associate hereby agrees and confirms that all such 
intellectual property rights shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any interest in and to any 
domestic or foreign patent rights, trademarks, trade names copyrights and trade secret rights therein and any 
renewals thereof. On request of TCS, Associate shall execute from time to time, during or after the termination of 
his or her employment, such further instruments, including without limitations, applications for letters of patent, 
trademarks, trade names and copyrights or assignments thereof, as may be deemed necessary or desirable by 
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TCS to perfect the title of TCS in the intellectual property rights and to effectuate the provisions hereof. All 
expenses of filling or prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any such applications. Associate 
hereby expressly waives any "artist's rights" or "moral rights", which Associate might otherwise have in such 
intellectual property rights. 

4. Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no knowledge of the 
Confidential Information of TCS and that such Confidential Information is of a confidential and secret character 
and is vital to the continued success of TCS's business. Associate further acknowledges that he or she is 
associated with TCS in a capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential Information, it is necessary 
for TCS to protect such Confidential Information by holding it secret and confidential. 

5. Use of third party material
Associate expressly agrees that Associate shall not in the course of his or her association with TCS and while 
working on the premises or facilities of TCS or its Clients or in connection with the development of any intellectual 
property rights or work for or on behalf of TCS; 

a) use any third party material or intellectual property rights except those intellectual property rights provided by 
TCS or expressly authorised by TCS or without having proper authorisation or license or approval of the 
respective owner of such intellectual property rights. 

b) Participate in any activity for creation (including conception, design, development, testing, implementation, 
support or marketing) of any Intellectual Property for or on behalf of TCS or its affiliates if Associate has been 
exposed, directly or indirectly, to any Third Party IP which is in the same subject area (such as research area, 
technology or application area) as, or which is same or similar to, the Intellectual Property or any portion thereof, 
to be so created, unless; 

i) Associate has expressly declared to TCS in a prescribed form whether such exposure was owing to publically 
available information or under and subject to any agreement; AND 

ii) TCS has expressly confirmed to the Associate that TCS has proper authorization or license or approval of the 
respective owner of such Third Party IP to use the same in Intellectual Property or portion thereof to be created 
and authorized in writing Associate's participation in such activity. 

c) knowingly access, make reference to or use any Third Party IP (except as permitted under Section 5(a), 
directly or indirectly, during the period of association with the creation (conception, design, development, testing, 
implementation, support or marketing) of TCS Intellectual Property or portion thereof, which is in the same subject 
area of TCS Intellectual Property or which is same or similar to such TCS Intellectual Property or portion thereof 
being created. In case, Associate access or is exposed to any such Third Party IP during such association, 
Associate shall promptly bring it to the notice of TCS IP asset owner or TCS project manager in writing and 
immediately cease to participate in any such activity 

6. Security policies and Guidelines.
6.1 Associate agrees to abide by and be bound by any and all policies, documents, guidelines and processes 
including IP, Information Security and Confidentiality of TCS in force from time to time whether expressly 
endorsed or not. 

6.2 Associate acknowledge and agree that in the course of, and as a result of his/her engagement with TCS, 
Associate will have access to, obtain or come across personal data or information of other TCS Associates or 
Clients, including without limitation, sensitive personal data or information (collectively "Personal Data and 
Information") within the meaning of the applicable Indian Law and Rules or any other applicable Law, directive or 
regulation anywhere in the world. In respect of any such Personal Data and Information accessed, obtained, 
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acquired or processed by Associate for and on behalf of TCS, its affiliates or Clients, Associate undertake that 
he/she will: 

(a) process the Personal Data and Information only on behalf of TCS, its Affiliates or Clients, as the case may be, 
and only on and in accordance with instructions received from the data controller from time to time; 

(b) abide by such technical and organizational measures necessary to prevent the accidental or 
unlawful destruction or accidental loss, alteration, un-authorized disclosure or access to the Personal Data and 
Information; 

(c) promptly (and in any event within 24 hours of awareness) bring to notice of TCS or its Affiliates, as the case 
may be, of any actual or suspected incident of unauthorized or accidental disclosure of, or access to, the Personal 
Data and Information or other breach of this section (a "Security Breach"); 

(d) promptly provide TCS with all information in Associate's notice, possession or control concerning any Security 
Breach and not make any public announcement regarding a Security Breach without TCS's prior written consent; 

(e) not do, or omit to do, anything, which would cause TCS or any of its employees, officers or agents to be in 
breach of its obligations under any privacy or data protection policy, regulation or legislation; 

(f) upon expiry or termination of Associate's engagement with TCS, return all copies of the Personal Data and 
Information to TCS in Associate's possession or control; and 

(g) promptly bring to TCS notice of any request received from a data subject to have access to his/her Personal 
Data and Information or of any other communication relating to the access, use or processing of any Personal 
Data and Information (including any notice from the regulatory body) and fully co-operate and assist TCS in 
relation to any such request or communication. 

6.3 Associate expressly consent that TCS and/or its affiliates may collect, use, transfer, retain or otherwise 
process Associate's Personal Data and Information in connection with his/her engagement with TCS, in 
accordance with the then / current TCS policies and procedures and applicable privacy and data protection 
legislation. TCS may use third party services or sub-contractors to collect or otherwise process Associate's 
Personal Data and Information for which TCS shall remain responsible for such third party services provider or 
sub-contractor's compliance with TCS's obligations hereunder. 

7. Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client's premises or from home (remote working) as per 
the directions of supervisor and / or the provisions of the applicable policy. 

Associate understands that working in this hybrid environment may have higher confidentiality and information 
security risks. Associate acknowledges that when working remotely the Associate: 

a) Will work only in a private, secured work area in compliance with the guidelines issued and amended from time 
to time. 

b) Will comply with and work in a manner consistent with TCS Data Privacy and Security Policies/Protocols. 

c) Will bring to the notice of HR of the Unit to any circumstances that prevent Associate from working in a manner 
consistent with TCS data privacy and security policies/ protocols. 

d) Will inform the HR of the Unit if the Associate shares a home with any family member or an individual who is 
employed by a competitor of TCS or TCS client the Associate is assigned to, or if any other circumstances at 
home exist which implicates the TCS Code of Conduct Conflict of Interest provision. 
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e) Will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure obligations. 

f) Will be using the Company allotted laptop or similar authorized computing device (together called "official 
asset") only to connect to TCS network/customer network through authorized means (or the Customer provided 
laptop to access the customer network if so, mandated by the Customer). 

g) Will not allow anybody to share the official asset being used. 

8. Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, sell, incorporate or 
otherwise exploit, for his or her own use or for any other purpose, any of the Confidential Information including 
intellectual properties of TCS that is or may be revealed to him or her by TCS or which may in the course of his or 
her employment with TCS come into his or her possession or knowledge unless specifically authorized to do so in 
writing by TCS. 

9. No License
TCS and Associate agree that no license under any patent or copyright now existing or hereafter obtained by TCS 
is granted, agreed to be granted, or implied by the terms of this Agreement, or by the disclosure to Associate of 
the Confidential Information. 

10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession and / or knowledge of 
Associate is of a unique, highly confidential and proprietary nature. It is further acknowledged by Associate that 
the disclosure, distribution, dissemination and / or release by Associate of the Confidential Information without the 
prior written consent of TCS or any breach of the Confidentiality, Data and IP Protection Terms by Associate will 
cause TCS to suffer severe, immediate and irreparable damage and that upon any such breach or any threat 
thereof, TCS shall without prejudice to any other remedies available to it, be entitled to appropriate equitable relief 
including the relief of specific performance and injunctive relief, in addition to whatever remedies it might have at 
law. 

11.  General
(a)The provisions hereof shall be interpreted, determined and enforced in accordance with the laws of India. 

(b)In the event of any dispute or disagreement over the interpretation of any of the terms herein 
contained or any claim or liability of any party, the same shall be referred to a person to be nominated by TCS, 
whose decision shall be final and binding upon the parties hereto. Subject to the above, the arbitration shall be 
governed by the Arbitration and Conciliation Act, 1996 or any modifications or re-enactment thereof. Associate 
confirms that the fact that the arbitrator shall be a nominee of TCS shall not be a ground for objecting to such 
arbitration or challenging the decision of the arbitrator. The venue of arbitration shall be Mumbai. Subject to the 
above arbitration clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the laws of 
India. 

(c)If any provision hereof shall be found by a judicial tribunal to be contrary to governing law, it shall be deemed 
null and void without annulling or rendering invalid the remainder of the Agreement and if the invalid portion is 
such that the remainder cannot be sustained without it, the Parties herein shall find a suitable replacement to the 
invalid portion that shall be legally valid. 

(d)This Confidentiality, Data and IP Protection Terms along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the parties and supersedes all 
prior agreements and understandings pertaining to the subject matter thereof. No delay of omission of either Party 
in exercising or enforcing any of their rights or remedies hereunder shall constitute a waiver thereof. 

(e)This Confidentiality, Data and IP Protection Terms may not be amended except in writing signed by authorized 
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representatives of both parties. 

(f)The obligations of Associate in terms of this Confidentiality, Data and IP Protection Terms shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall continue thereafter in 
perpetuity. 

Please complete and return these documents to the TCSL HR executive, within 7 days of receiving this 
offer. 

This is to confirm that I have received the Letter of Offer on ________________ . 

I hereby accept this Offer and intend to join service on__________________. 

Name: 

Address: 

Signature: 

Date: 
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Offer: Shared Services  
Ref: TCSL/DT20234407208/Kolkata  
Date: 31/10/2023 
 
Mr. Ashish Kumar Mr 

1Chooti Bazar Mogalpura, 

Sggs Hospital, 

Patna-800008, 

Bihar. 

Tel# -9386281354 

Dear Ashish Kumar Mr,  

Sub: Letter of Offer 

Thank you for exploring career opportunities with TATA Consultancy Services Limited (TCSL). 

You have successfully completed our initial selection process and we are pleased to make you an 

offer of employment.  

This offer is based on your profile and performance in the selection process. You have been selected for 

the position of Assistant (Asse) in Grade S5.  

Your gross salary including all benefits will be ₹2,19,862/- per annum, as per the terms and 

conditions set out herein. Annexure 1 provides break-up of the compensation package.  

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 

accepted within 7 Days, it will be construed that you are not interested in this employment and this 

offer will be automatically withdrawn.  

After you accept this offer you will be given a joining letter indicating the details of your joining 

date and initial place of posting. The Joining letter will be issued to you only upon successful 

completion of your academic course, you meeting the TCS eligibility criteria. You will also be 

issued a letter of appointment at the time of your joining after completing joining formalities as per 

company policy. Your offer is subject to a positive background check.  
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COMPENSATION AND BENEFITS 

Basic Salary 

You will be eligible for a basic salary of ₹9,308/- per month.  

BOUQUET OF BENEFITS (BoB) 

Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 

defined framework, twice in a financial year. All the components will be disbursed on a monthly 

basis.  

The components under Bouquet of Benefits are listed below. The amounts given here for each of 

the components below are as per pre-defined structure. However you may want to re-distribute 

the BoB amount between the components as per your tax plan, once you join TCSL. To design 

your Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 

"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 

will be deducting tax at source as per income tax guidelines.  

House Rent Allowance (HRA) 

Your HRA will be ₹3,723/- per month. While restructuring your BoB amount to various components, it is 

mandatory that at least 5% of monthly basic pay be allocated towards HRA 

Leave Travel Allowance 

You will be eligible for annual Leave Travel Allowance which is equivalent to one month's basic 

salary or a pro-rata amount in case you join during the financial year. This will be disbursed on a 

monthly basis along with the monthly salary. To avail income tax benefits, you need to apply for 

a minimum of three days of leave and submit supporting travel documents.  

Food Card 

You will be eligible for a Food Card. It can be used to purchase food items at all domestic VISA 

enabled restaurants and fast food restaurants including TCS cafeterias.As per the Pre-Defined 

structure you will be eligible for a Food Card with an amount of ₹500/- being credited to this card 

per month. However you may want to re-distribute the BoB amount between the components as 

per your tax plan, once you join TCSL.  
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PERFORMANCE PAY 

Monthly Performance Pay 

You will receive a monthly performance pay of ₹1,400/-. The same will be reviewed on completion 

of your first Anniversary with the company and will undergo a change basis your own ongoing 

individual performance.  

CITY ALLOWANCE 

You will be eligible for a City Allowance of ₹200/- per month. This allowance is fully taxable, is 

specific to India and linked to your base branch. It is subject to review and will be discontinued 

while on international assignments.   
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OTHER BENEFITS 

Health Insurance Scheme 

TCSL brings the benefit of health insurance cover to you and your dependants under the 

company's Health Insurance Scheme (HIS).  

HIS offers the following benefits:  

1. Basic Cover 

i. Entitlement - Includes domiciliary expenses up to ₹6,000/- per insured person per annum 

and basic hospitalization expenses up to ₹2,00,000/- per insured person per annum.  

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 

provided these members are explicitly enrolled by you under the scheme. Additionally, if you 

wish to cover dependent parents/parents-in-law or remaining children, the applicable premium 

per insured person is to be borne by you.  

2. Higher Hospitalisation 

Coverage under Higher Hospitalization is mandatory. Under this scheme, you and your enrolled 

dependents will be automatically covered under Higher Hospitalization benefits.  

i. Entitlement - You and your enrolled dependants will be entitled for ₹12, 00,000/- as a 

family floater coverage towards hospitalisation expenses, over and above the individual basic 

coverage.  

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 

salary and the differential premium will be borne by TCSL.  

Maternity Leave 

Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 

commissioning mother,may avail maternity leave for twelve weeks. For more details on the 

benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave.  

Loans 

You will be eligible for loans, as per TCSL's loan policy.  
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Tata Sons and Consultancy Services Employees' Welfare Trust (TWT) 

You will become a member of the TWT, on completion of continuous association of one year from 

the date of joining TCSL. A nominal annual membership fee of ₹250/- will be recovered from you 

for the same. The Trust provides financial assistance by way of grants/ loans in accordance with 

the rules framed by the Trust from time to time for medical and educational purposes and in case 

of death of members while in service.  

Professional Memberships 

You will be eligible for reimbursement of expense-s towards professional membership as per 

TCSL's policy.  

RETIRALS 

Provident Fund 

You will be a member of the Provident Fund as per the provisions of "The Employees Provident 

Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic salary 

every month as per the provisions of the said Act.  

Gratuity 

You will be entitled to gratuity as per the provisions of the Gratuity Act, 1972.  

TERMS AND CONDITIONS 

1. Relevant Experience 

As per the recommendation of our management review panel, out of your total experience, 

0.0 years are being considered to be relevant to the business of our organization.  

At the time of Induction, your experience from date of management review by TCSL (while 

in service with current employer) till the date of relieving from your current employment 

will be added to your total and relevant experience subject to signing of declaration to that 

effect followed by validation of relevance of your experience during Background Check 

process.  

2. Aggregate Percentage Requirements 

Your appointment will be subject to your scoring minimum aggregate (aggregate of all 

subjects in all semesters) marks of 60% or above (or equivalent CGPA as per the 

conversion formula prescribed by the Board / University) in the first attempt in each of your 

Standard Xth, Standard XIIth, Diploma (if applicable) and highest qualification 

(Graduation/ Post Graduation as applicable) which includes successful completion of your 

final semester/year without any pending arrears/backlogs. As per the TCSL eligibility 
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criteria, marks/CGPA obtained during the normal duration of the course only will be 

considered to decide on the eligibility.  

As communicated to you through various forums during the recruitment process, your 

appointment is subject to completion of your course within the stipulated time as specified by 

your University/Institute and as per TCSL selection guidelines.  

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 

work experience. The management reserves the right to withdraw/revoke the 

offer/appointment at any time at its sole discretion in case any discrepancy or false 

information is found in the details submitted by you.  

3. Disclaimer 

Candidates who have applied to TCSL and who have not been successful in clearing the 

TCSL selection process are not eligible to re-apply to TCSL within six months from the date on 

which the candidate had attended such selection Test and/or Interview. In case you are found 

to have re-applied to TCSL within six months of previous unsuccessful attempt, the 

management reserves the right to revoke/withdraw the offer/appointment, without prejudice to 

its other rights.  

4. Training Period 

You will be required to undergo class room and on the job training in the first twelve months 

(including the TCS Xperience Programme as set out herein below), during which period 

you will be appraised for satisfactory performance during/after which TCSL would normally 

confirm you. This confirmation will be communicated to you in writing.  

If your performance is found unsatisfactory during the training period, the company may 

afford you opportunities to assist you and enable you to improve your performance. If your 

performance is still found unsatisfactory, TCSL may terminate your traineeship forthwith.  

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 

time if your performance is not found satisfactory. The terms and conditions of the training 

will be governed by TCSL's training policy. TCSL reserves the right to modify or amend 

the training policy.  

If you remain unauthorizedly absent for a consecutive period of 10 days during the training 

programme, you shall be deemed to have abandoned your traineeship and your name will 

automatically stand discontinued from the list of TCS Xperience trainees without any 

further intimation/separate communication to you.  
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5. Working Hours 

Your working hours are governed by applicable law. You may be required to work in shifts 

and/or over time depending upon the business exigencies as permitted by law.  
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6. Mobility TCSL reserves the right to transfer you at any of its offices, work sites, or 

associated or affiliated companies in India or outside India, on the terms and conditions as 

applicable to you at the time of transfer.  

7. Compensation Structure / Salary components 

The compensation structure/salary components are subject to change as per TCSL's 

compensation policy from time to time at its sole discretion.  

8. Increments and Promotions 

Your performance and contribution to TCSL will be an important consideration for salary 

increments and promotions. Salary increments and promotions will be based on TCSL's 

Compensation and Promotion policy.  

9. Alternative Occupation / Employment 

Either during the period of your traineeship or during the period of your employment as a 

confirmed employee of TCSL, you are not permitted to undertake any other employment, 

business, assume any public or private office, honorary or remunerative, without the prior 

written permission of TCSL.  

10. Confidentiality Agreement 

As part of your acceptance of this appointment as an employee with TCS you are required 

to maintain strict confidentiality of the intellectual property rights protected information and 

other business information of TCS and its clients which may be revealed to you by TCS or 

which may in the course of your engagement with TCS come your possession or knowledge 

unless specifically authorized to do so in writing by TCS. This Confidentiality Clause shall 

survive the termination or earlier determination of this Appointment. The detailed 

Confidentiality related terms and conditions are set out in Annexure 3.  

11. Work in SBWS mode 

TCS' Secure Borderless Workspaces(SBWS) is a transformative operating model framework 

that allows seamless deployment of virtual workspaces in a secure manner that enables 

flexible working options aligned to its business objectives. You may be required to work either 

from TCS offices/TCS Client offices or from home (remote working) as per the requirements 

of the project or group you are assigned to work with and as communicated to you by the 

Unit HR or your supervisor. You are required to abide by the Policy and / or Guidelines issued 

by TCS from time to time while operating within this framework. For more details, please 

refer the Policy / Guideline document on Remote Working.  
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It is essential that you understand the applicable Policy and / or the Guidelines of such flexible 

working and ensure adherence to TCS Security Policies/Protocols and Confidentiality 

obligations at all times.  

12. Overseas International Assignment Agreement 

If you are on international assignment, you will be covered by the TCS India Policy-

International Assignments (from India to other Countries) from the date of placement for an 

international assignment. Accordingly, you will be required to sign the Overseas International 

Assignment Agreement/s and any other applicable related documents pertaining to the 

international assignment for which you are being placed In case of every international 

assignment that exceeds 30 days, you will be required to serve TCSL as per the Notice 

Period clause mentioned below.  

This is to ensure that the knowledge and information gained by you during your assignment 

is shared and available to TCSL and its associates. This transfer of knowledge and 

information is essential for TCSL to continue to serve its clients and customers better. If you 

are deputed internationally for training, you will be required to sign an agreement to serve 

TCSL for a minimum period of 6 months on completion of training.  

13. Terms and Conditions 

The above terms and conditions are specific to India and there can be changes to the said 

terms and conditions in case of deputation on international assignments.  

14. TATA Code of Conduct 

You are required to sign the TATA Code of Conduct and follow the same in your day-to-day 

conduct as an associate of TCSL.  

15. Notice Period 

This contract of traineeship in TCS and subsequent employment post successful completion 

of your traineeship is terminable by you by giving 90 days notice in writing. It is clearly 

understood, agreed and made abundantly clear that you shall have to necessarily serve the 

period of notice of 90 days given by you under this clause. However, upon your serving the 

notice under this clause, TCSL may relieve you any time during the period of notice at its 

sole discretion in the interest of business.  

i. This contract of traineeship and subsequent employment post successful completion of 

your traineeship may be terminated by TCSL by giving you 90 days notice or payment in 

lieu thereof.  
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ii. Your failure to comply with this clause will entail monetary payment of damages to TCS 

as may be determined by TCS at its sole discretion having regard to the responsibilities 

shouldered by you while being in the employment of TCS and business continuity.  

16. Retirement 

You will retire from the services of TCSL on reaching your 60th birthday as per the proof of 

age submitted by you at the time of joining.  

17. Pre-employment Medical Certificate 

You are required to submit a Medical Certificate of Fitness (in the format prescribed by TCSL) 

which needs to be verified by a registered medical practitioner having a minimum qualification 

of MBBS to the Induction Coordinator.  

18. Employment of Non Indian Citizens 

In case, you are not a citizen of India, this offer is subject to your obtaining a work permit and 

/ or any other permissions and / or documentation as prescribed by the Government of India.  

19. Background Check 

Your association with TCSL will be subject to a background check in line with TCSL's 

background check policy. A specially appointed agency will conduct internal and external 

background checks. Normally, such checks are completed within one month of joining.If the 

background check reveals unfavourable results, you will be liable to disciplinary action 

including termination of traineeship/service without notice.  

20. Submission of Documents 

Please note that you should initiate and complete the upload of mandatory documents on the 

nextstep portal as soon as the offer letter is accepted (subject to availability of the 

documents)  

Please carry the below listed Original Documents for verification on your joining day.  

- Permanent Account Number (PAN) Card 

  You are required to submit a copy of your PAN card along with other joining   

forms,immediately on joining. As per Indian Income Tax rules, the PAN number is a   

mandatory requirement for processing salary. 

- Aadhaar Card 

- Standard X and XII/Diploma mark sheets & Certificate 

- Degree certificate/Provisional Degree Certificate and mark sheets for all semesters of  

Graduation 

- Degree certificate and mark sheets for all semesters of your Post Graduation (if you are a    

Postgraduate)  
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- Overseas Citizenship of India (applicable if you are not an Indian Nationality). For  

  Srilankan Refugee, a Refugee Identity card along with Work Permit is required 

-Birth Affidavit on Rs100 stamp paper, if Birth Certificate not in English 

- Any other affidavits on Rs100 stamp paper if applicable (name affidavit for multiplenames, 

signature affidavits,   address affidavits etc.) 

- Passport / Acknowledgement letter of passport application 

- Gap/Break in career affidavit on Rs100 stamp paper, if gap is more than 6 months- 4 

passport sized photographs 

- Medical Certificate (Should be made on the format provided by TCS along with the Joining 

letter) 

- An affidavit/notarized undertaking (Non-Criminal Affidavit, should be made on the 

formatprovided by TCSL) stating : 

 *There is no criminal offence registered/pending against you 

 *There is no disciplinary case pending against you in the university 

- If you were employed, a formal Relieving letter & Experience letter from your previous 

employerThe original documents will be returned to you after verification. 

In addition to the above original documents, Please carry photocopies of the below 

documents  

 *PAN Card (Permanent Account Number)  

 *Aadhaar Card (Not applicable for Nepal & Bhutan Citizenship) 

 *Passport 

 *NSR E-Card 

21. TCS Xperience Program 

On joining TCSL, you will be given the benefit of formal training (TCS Xperience Program) at 

our offices, as identified, for such period as TCSL may decide.  

The said training forms a critical part of your employment with TCSL and is an ongoing 

process. TCSL continues to make investment on training and continuing education of its 

professionals. This will be of immense value to you as a professional and a large part of the 

ownership and commitment has to come from you.  

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 

process and a formal evaluation will be carried out during the training. The evaluation criteria 

which will be very transparent will be used as a basis for allocating people to projects/roles. 

We would request that the training be taken very seriously to enable you to add maximum 

value to your professional and personal growth.  
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22. Letter of Appointment 

You will be issued a letter of appointment at the time of your joining and after completing 

joining formalities as per TCSL policy.  

23. Rules and Regulations of the Company 

Your appointment will be governed by the policies, rules, regulations, practices, processes 

and procedures of TCSL as applicable to you and the changes therein from time to time.The 

changes in the Policies will automatically be binding on you and no separate individual 

communication or notice will be served to this effect. However, the same shall be 

communicated on internal portal/Ultimatix.  

24. Compliance to all clauses 

You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to fulfill one 

or more of the terms and conditions and/or failure to clear one or more tests successfully would 

entitle TCSL to withdraw this offer letter anytime at its sole discretion.  

25. Data Privacy Clause: 

(a) Your personal data collected and developed during recruitment process will be processed 

in accordance with the TCS Data Privacy Policy. The personal data referred therein are 

details related to contact, family, education, personal identifiers issued by government, social 

profile, background references, previous employment and experience, medical history, 

skillset, proficiency and certifications, job profile and your career aspirations.  

(b) It will be processed for various organizational purposes such as Â recruitment, 

onboarding, background check, project assignment, performance management, job rotation, 

career development including at leadership level, diversity and inclusion initiatives, global 

mobility, wellness program, statutory and legal requirements and specific organizational 

initiatives in force during your tenure in TCS.  

(c) After you join TCS, there would be more sets of Personal Information (PI) attributes 

processed for various legitimate purposes. All of it will be processed with compliance to 

applicable laws and the TCS Data Privacy Policy. In some scenarios of your PI processing, 

you will be provided with appropriate notice and/or explicit consent might be obtained from 

time to time.  

(d) For the purposes mentioned above, your required PI may be shared with specific vendor 

organizations who provide services to TCS, e.g. Â background check, health insurance, 

counselling, travel, transport and visa, payroll services, associate engagement activities, and 

financial and taxation services.  
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(e) As TCS is a global company, your PI may be shared with entities outside India, limited for 

the purposes mentioned above and/or in this offer letter.  

(f) In case of oversees deputation, available privacy rights would be governed as per 

regulatory provisions and / or TCS policies/notice provided applicable at your overseas 

location.   
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Withdrawal of Offer 

If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not interested 

in this employment and this offer will be automatically withdrawn.  

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 

letter, the offer will stand automatically terminated at the discretion of TCSL.We look forward to 

having you in our global team  

Yours Sincerely,  

For TATA Consultancy Services Limited 

 

 

 

 

Girish V. Nandimath 

Global Head, Talent Acquisition & Academic Interface 

Encl: Annexure 1: Benefits and Gross Salary 

         Annexure 2: List of TCS Xperience Centres   

         Annexure 3: Confidentiality and IP Terms   

 

 

 

 

 

 

 

 

Click here  or use a QR code scanner from your mobile 

to validate the offer letter 
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 GROSS SALARY SHEET Annexure 1 

Name Ashish Kumar Mr 

Designation Assistant (Asse) 

Institute 

Name 
College Of Commerce, Patna 

Table 1: Compensation Details (All Components in INR) 

Component Category Monthly Annual 

1) Fixed Compensation   
  

Bouquet Of Benefits #         4,999        59,984 

2) Performance Pay 
  

Monthly Performance Pay         1,400        16,800 

3) Annual Components/Retirals 
  

Health Insurance*** NA         4,000 

Provident Fund         1,117        13,404 

Gratuity           447         5,373 

ESI Contribution## NA         6,204 

Total of Annual Components & Retirals         1,565        22,777 

4) City Allowance           200         2,400 

TOTAL GROSS        17,472      2,19,862 
# Refer to Table 2 for TCSL defined Structure. In case, you wish not to restructure your BoB, TCSL 

defined Structure as given in Table 2 will be applicable. 

##Contribution towards Employees' State Insurance borne by TCS. 

*** For HIS - Note that Rs.4,000 if the employee is Single. If the employee is married or married with Children then 

Rs. 3,900/- per beneficiary needs to be added to the above mentioned amount. 

Table 2: TCSL defined structure for BoB (All Components in INR) 

Component Category Monthly Annual 

House Rent Allowance         3,723        44,676 

Leave Travel Assistance           776         9,308 

Food Card           500         6,000 

GROSS BOUQUET OF BENEFITS         4,999        59,984 
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Annexure 2 
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Annexure 3 

Confidentiality and IP Terms and Conditions  

1.  Confidential Information 

"Confidential Information" shall mean all Inventions and Know-how, information and material 

of TCS (including for avoidance of doubt any Confidential Information of its Clients) that 

comes into the possession or know of the Associate and shall include the following:  

(a) Any and all information processing programs, software, properties, items, information, 

data, material or any nature whatsoever or any parts thereof, additions thereto and 

materials related thereto, produced or created at any time by TCS or the Associate in the 

course of or in connection with or arising out of the Associate's association with TCS. 

Program/Software shall mean source code and/or machine instructions wherever 

resident and on whatever media and all related documentation and software,  

(b) All other information and material of TCS relating to design, method of construction, 

manufacture, operation, specifications, use and services of the TCS equipment and 

components, including, but not limited to, engineering and laboratory notebooks, reports, 

process data, test data, performance data, inventions, trade secrets, systems, software, 

object codes, source codes, copyrighted matters, methods, drawings, computations, 

calculations, computer programs, narrations, flow charts and all documentation therefore 

and all copies thereof (including for avoidance of doubt any such material belonging to 

the Clients of TCS).  

(c) Corporate strategies and other confidential and proprietary material and information, 

which could cause competitive harm to TCS if disclosed,  

(d) Customer and prospective customer lists, and  

(e) All other information and material, which may be created, developed, conceived, 

gathered or collected or obtained by the Associate in the course of or arising out of the 

association with TCS or while in or in connection with or for the purposes of his/her 

association with TCS or any of the operations and entrusted by TCS to the Associate.  
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2.  Associate's Obligations 

Associate agrees to treat the Confidential Information as strictly confidential and a trade 

secret of TCS. Associate agrees not to use, or cause to be used, or disclose or divulge or 

part with either directly or indirectly the Confidential Information for the benefit of or to any 

third parties except for or on behalf of or as directed or authorized by TCS or to a person 

having a valid contract with or need under TCS, any Confidential Information. Upon 

termination of employment, the Associate agrees to surrender to TCS all Confidential 

Information that he or she may then possess or have under his or her control.  

3.  Intellectual Property Rights 

Associate agrees and confirms that all intellectual property rights in the Confidential 

Information shall at all times vest in and remain with or belong to TCS and Associate shall 

have no right title or claim of any nature whatsoever in the Confidential Information. Associate 

shall promptly disclose to an authorized officer of TCS all inventions, ideas, innovations, 

discoveries, improvements, suggestions, or reports and enhancements made, created, 

developed, conceived or devised by him or her arising out of his or her engagement with 

TCS, including in the course of provision of services to the Clients of TCS and Associate 

hereby agrees and confirms that all such intellectual property rights shall at all times vest in 

and remain vested in TCS and agrees to transfer and assign to TCS any interests Associate 

may have in such intellectual property rights including any interest in and to any domestic or 

foreign patent rights, trademarks, trade names copyrights and trade secret rights therein and 

any renewals thereof. On request of TCS, Associate shall execute from time to time, during 

or after the termination of his or her employment, such further instruments, including without 

limitations, applications for letters of patent, trademarks, trade names and copyrights or 

assignments thereof, as may be deemed necessary or desirable by TCS to perfect the title 

of TCS in the intellectual property rights and to effectuate the provisions hereof. All expenses 

of filling or prosecuting any application for patents, trademarks, trade names, or copyrights 

shall be borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting 

any such applications. Associate hereby expressly waives any "artist's rights" or "moral 

rights", which Associate might otherwise have in such intellectual property rights.  

4.  Prior knowledge 

Associate acknowledges that prior to his or her appointment by TCS, he or she had no 

knowledge of the Confidential Information of TCS and that such Confidential Information is 

of a confidential and secret character and is vital to the continued success of TCS's 

business. Associate further acknowledges that he or she is associated with TCS in a 

capacity in which he or she will become acquainted with all or part of such Confidential 

Information. In order to safeguard the legitimate interests of TCS in such Confidential 

Information, it is necessary for TCS to protect such Confidential Information by holding it 

secret and confidential.  
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5.   Use of third party material 

Associate expressly agrees that it shall not in the course of his or her association with TCS 

and while working on the premises or facilities of TCS or its Clients or in connection with the 

development of any intellectual property rights or work for or on behalf of TCS, use any third 

party material or intellectual property rights except those intellectual property rights provided 

by TCS or expressly authorised by TCS or without having proper authorisation or license or 

approval of the respective owner of such intellectual property rights.  

6. Security policies and Guidelines. 

Associate agrees to abide by and be bound by any and all policies, documents, guidelines 

and processes including IP, Security and Confidentiality of TCS in force from time to time 

whether expressly endorsed or not.  

7. Working in SBWS Framework: 

Associate may be required to work in TCS offices or its Client premises or from home (remote 

working) as per the directions of supervisor and / or the provisions of the applicable policy.  

Associate understands that working in this hybrid environment may have higher 

confidentiality and information security risks. Associate acknowledges that when working 

remotely the Associate:  

(a) will work only in a private, secured work area in compliance with the guidelines issued 

and amended from time to time.  

(b) will comply with and work in a manner consistent with TCS Data Privacy and Security 

Policies/Protocols.  

(c) will bring to the notice of HR of the Unit to any circumstances that prevent Associate from 

working in a manner consistent with TCS data privacy and security policies/ protocols.  

(d) will inform the HR of the Unit if the Associate shares a home with any family member or 

an individual who is employed by a competitor of TCS or TCS client the Associate is 

assigned to, or if any other circumstances at home exist which implicates the TCS Code 

of Conduct Conflict of Interest provision.  

(e) will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure 

obligations.  
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(f) will be using the Company allotted laptop or similar authorized computing device (together 

called "official asset") only to connect to TCS network/customer network through 

authorized means (or the Customer provided laptop to access the customer network if 

so, mandated by the Customer).  

(g) will not allow anybody to share the official asset being used.  

8.  Restriction on Associate's Rights 

Associate agrees that he or she shall not make, have made, replicate, reproduce, use, sell, 

incorporate or otherwise exploit, for his or her own use or for any other purpose, any of the 

Confidential Information including intellectual properties of TCS that is or may be revealed to 

him or her by TCS or which may in the course of his or her employment with TCS come into 

his or her possession or knowledge unless specifically authorized to do so in writing by TCS.  

9.  No License 

TCS and Associate agree that no license under any patent or copyright now existing or 

hereafter obtained by TCS is granted, agreed to be granted, or implied by the terms of this 

Agreement, or by the disclosure to Associate of the Confidential Information.  

10.  Equitable Rights 

Associate acknowledges that any Confidential Information that comes into the possession 

and / or knowledge of Associate is of a unique, highly confidential and proprietary nature. It 

is further acknowledged by Associate that the disclosure, distribution, dissemination and / or 

release by Associate of the Confidential Information without the prior written consent of TCS 

or any breach of this Agreement by Associate will cause TCS to suffer severe, immediate 

and irreparable damage and that upon any such breach or any threat thereof, TCS shall 

without prejudice to any other remedies available to it, be entitled to appropriate equitable 

relief including the relief of specific performance and injunctive relief, in addition to whatever 

remedies it might have at law.  

11.  General 

(a) The provisions hereof shall be interpreted, determined and enforced in accordance with 

the laws of India.  

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 

herein contained or may claim or liability of any party including that of surety, the same shall 

be referred to a person to be nominated by TCS, whose decision shall be final and binding 

upon the parties hereto. Subject to the above, the arbitration shall be governed by the 

Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 

Associate confirms that the fact that the arbitrator shall be a nominee of TCS shall not be a 

ground for objecting to such arbitration or challenging the decision of the arbitrator. The 
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venue of arbitration shall be Mumbai. Subject to the above arbitration clause, the Parties 

agreed to the binding jurisdiction of the Courts at Mumbai under the laws of India.  

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing law, 

it shall be deemed null and void without annulling or rendering invalid the remainder of the 

Agreement and if the invalid portion is such that the remainder cannot be sustained without 

it, the Parties herein shall find a suitable replacement to the invalid portion that shall be legally 

valid.  

(d) This Confidentiality clause along with other documents executed by Associate or 

referenced in any such documents constitutes the entire understanding between the parties 

and supersedes all prior agreements and understandings pertaining to the subject matter 

thereof. No delay of omission of either Party in exercising or enforcing any of their rights or 

remedies hereunder shall constitute a waiver thereof.  

(e) This Confidentiality clause may not be amended except in writing signed by authorized 

representatives of both parties.  

(f) The obligations of Associate in terms of this Confidentiality clause shall continue during 

the term of or in the course of the employment of the Associate with TCS and shall continue 

thereafter in perpetuity.  
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Offer: Shared Services Group  
Ref: TCSL/DT20234715635/Kolkata  
Date: 20/10/2023 

 
Mr. Ashish  Raj 

Dujra Devi Asthan Near Sriraj ComplexDujra, 

Sriraj Complex, 

Patna-800001, 

Bihar. 

Tel# 91-9470810221 

Dear Ashish Raj, 

Sub: Letter of Offer 

Thank you for exploring career opportunities with TATA Consultancy Services Limited (TCSL). You 

have successfully completed our initial selection process and we are pleased to make you an offer of 

employment.  

This offer is based on your profile and performance in the selection process. You have been selected for 

the position of Assistant (Asse) in Grade S5.  

Your gross salary including all benefits will be ₹2,19,682/- per annum, as per the terms and conditions 

set out herein. Annexure 1 provides break-up of the compensation package.  

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 

accepted within 7 Days, it will be construed that you are not interested in this employment and this 

offer will be automatically withdrawn.  

After you accept this offer you will be given a joining letter indicating the details of your joining date 

and initial place of posting. The Joining letter will be issued to you only upon successful completion 

of your academic course, you meeting the TCS eligibility criteria. You will also be issued a letter of 

appointment at the time of your joining after completing joining formal ities as per company 

policy.Your offer is subject to a positive background check.  
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COMPENSATION AND BENEFITS 

Basic Salary 

You will be eligible for a basic salary of ₹9,308/- per month.  

BOUQUET OF BENEFITS (BoB) 

Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 

defined framework, twice in a financial year. All the components will be disbursed on a monthly basis.  

The components under Bouquet of Benefits are listed below. The amounts given here for each of the 

components below are as per pre-defined structure. However you may want to re-distribute the BoB 

amount between the components as per your tax plan, once you join TCSL. To design your Bouquet 

of Benefits, you may access the link to BoB in the "Employee Self Service" link on "Ultimatix", the 

internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL will be deducting 

tax at source as per income tax guidelines.  

House Rent Allowance (HRA) 

Your HRA will be ₹3,723/- per month. While restructuring your BoB amount to various components, it is 

mandatory that at least 5% of monthly basic pay be allocated towards HRA 

Leave Travel Allowance 

You will be eligible for annual Leave Travel Allowance which is equivalent to one month's basic salary 

or a pro-rata amount in case you join during the financial year. This will be disbursed on a monthly 

basis along with the monthly salary. To avail income tax benefits, you need to apply for a minimum 

of three days of leave and submit supporting travel documents.  

Food Card 

You will be eligible for a Food Card. It can be used to purchase food items at all domestic VISA 

enabled restaurants and fast food restaurants including TCS cafeterias.As per the Pre-Defined 

structure you will be eligible for a Food Card with an amount of ₹500/- being credited to this card per 

month. However you may want to re-distribute the BoB amount between the components as per 

your tax plan, once you join TCSL.  
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PERFORMANCE PAY 

Monthly Performance Pay 

You will receive a monthly performance pay of ₹1,400/-. The same will be reviewed on completion 

of your first Anniversary with the company and will undergo a change basis your own ongoing 

individual performance.  

CITY ALLOWANCE 

You will be eligible for a City Allowance of ₹200/- per month. This allowance is fully taxable, is specific 

to India and linked to your base branch. It is subject to review and will be discontinued while on 

international assignments.   
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OTHER BENEFITS 

Health Insurance Scheme 

TCSL brings the benefit of health insurance cover to you and your dependants under the company's 

Health Insurance Scheme(HIS).  

HIS offers the following benefits:  

1. Basic Cover 

i. Entitlement - Includes domiciliary expenses up to ₹6,000/- per insured person per annum and 

basic hospitalization expenses up to ₹2,00,000/- per insured person per annum.  

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 

provided these members are explicitly enrolled by you under the scheme. Additionally, if you wish 

to cover dependent parents/parents-in-law or remaining children, the applicable premium per 

insured person is to be borne by you.  

2. Higher Hospitalisation 

Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your enrolled 

dependents will be automatically covered under Higher Hospitalisation benefits.  

i. Entitlement - You and your enrolled dependants will be entitled for ₹12, 00,000/- as a family 

floater coverage towards hospitalisation expenses, over and above the individual basic 

coverage.  

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 

salary and the differential premium will be borne by TCSL.  

Maternity Leave 

Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 

commissioning mother,may avail maternity leave for twelve weeks. For more details on the benefits 

and eligibility, once you join, please refer TCS India Policy - Maternity Leave.  

Loans 

You will be eligible for loans, as per TCSL's loan policy.  
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Tata Sons and Consultancy Services Employees' Welfare Trust (TWT) 

You will become a member of the TWT, on completion of continuous association of one year from 

the date of joining TCSL. A nominal annual membership fee of ₹250/- will be recovered from you for 

the same. The Trust provides financial assistance by way of grants/ loans in accordance with the 

rules framed by the Trust from time to time for medical and educational purposes and in case of 

death of members while in service.  

Professional Memberships 

You will be eligible for reimbursement of expense-s towards professional membership as per TCSL's 

policy.  

RETIRALS 

Provident Fund 

You will be a member of the Provident Fund as per the provisions of "The Employees Provident Fund 

and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic salary every 

month as per the provisions of the said Act.  

Gratuity 

You will be entitled to gratuity as per the provisions of the Gratuity Act, 1972.  

TERMS AND CONDITIONS 

1. Relevant Experience 

As per the recommendation of our management review panel, out of your total experience, 

0.0 years are being considered to be relevant to the business of our organization.  

At the time of Induction, your experience from date of management review by TCSL (while 

in service with current employer) till the date of relieving from your current employment will 

be added to your total and relevant experience subject to signing of declaration to that effect 

followed by validation of relevance of your experience during Background Check process.  

2. Aggregate Percentage Requirements 

Your appointment will be subject to your scoring minimum aggregate (aggregate of all 

subjects in all semesters) marks of 60% or above (or equivalent CGPA as per the conversion 

formula prescribed by the Board / University) in the first attempt in each of your Standard 

Xth, Standard XIIth, Diploma (if applicable) and highest qualification (Graduation/ Post 

Graduation as applicable) which includes successful completion of your final semester/year 
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without any pending arrears/backlogs. As per the TCSL eligibility criteria, marks/CGPA 

obtained during the normal duration of the course only will be considered to decide on the 

eligibility.  

As communicated to you through various forums during the recruitment process, your 

appointment is subject to completion of your course within the stipulated time as specified by your 

University/Institute and as per TCSL selection guidelines.  

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and work 

experience. The management reserves the right to withdraw/revoke the offer/appointment at 

any time at its sole discretion in case any discrepancy or false information is found in the 

details submitted by you.  

3. Disclaimer 

Candidates who have applied to TCSL and who have not been successful in clearing the TCSL 

selection process are not eligible to re-apply to TCSL within six months from the date on which 

the candidate had attended such selection Test and/or Interview. In case you are found to have 

re-applied to TCSL within six months of previous unsuccessful attempt, the management 

reserves the right to revoke/withdraw the offer/appointment, without prejudice to its other rights.  

4. Training Period 

You will be required to undergo class room and on the job training in the first twelve months 

(including the TCS Xperience Programme as set out herein below), during which period you 

will be appraised for satisfactory performance during/after which TCSL would normally 

confirm you. This confirmation will be communicated to you in writing.  

If your performance is found unsatisfactory during the training period, the company may 

afford you opportunities to assist you and enable you to improve your performance. If your 

performance is still found unsatisfactory, TCSL may terminate your traineeship forthwith.  

However, TCSL may even otherwise at its sole discretion terminate the traineeship any time 

if your performance is not found satisfactory. The terms and conditions of the training will be 

governed by TCSL's training policy. TCSL reserves the right to modify or amend the training 

policy.  

If you remain unauthorizedly absent for a consecutive period of 10 days during the training 

programme, you shall be deemed to have abandoned your traineeship and your name will 

automatically stand discontinued from the list of TCS Xperience trainees without any further 

intimation/separate communication to you.  
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5. Working Hours 

Your working hours are governed by applicable law. You may be required to work in shifts 

and/or over time depending upon the business exigencies as permitted by law.  
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6. Mobility  

TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 

affiliated companies in India or outside India, on the terms and conditions as applicable to 

you at the time of transfer.  

7. Compensation Structure / Salary components 

The compensation structure/salary components are subject to change as per TCSL's 

compensation policy from time to time at its sole discretion.  

8. Increments and Promotions 

Your performance and contribution to TCSL will be an important consideration for salary 

increments and promotions. Salary increments and promotions will be based on TCSL's 

Compensation and Promotion policy.  

9. Alternative Occupation / Employment 

Either during the period of your traineeship or during the period of your employment as a 

confirmed employee of TCSL, you are not permitted to undertake any other employment, 

business, assume any public or private office, honorary or remunerative, without the prior 

written permission of TCSL.  

10. Confidentiality Agreement 

As part of your acceptance of this appointment as an employee with TCS you are required 

to maintain strict confidentiality of the intellectual property rights protected information and 

other business information of TCS and its clients which may be revealed to you by TCS or 

which may in the course of your engagement with TCS come your possession or knowledge 

unless specifically authorized to do so in writing by TCS. This Confidentiality Clause shall  

survive the termination or earlier determination of this Appointment. The detailed 

Confidentiality related terms and conditions are set out in Annexure 3.  

11. Work in SBWS mode 

TCS' Secure Borderless Workspaces(SBWS) is a transformative operating model framework 

that allows seamless deployment of virtual workspaces in a secure manner that enables 

flexible working options aligned to its business objectives. You may be required to work either 

from TCS offices/TCS Client offices or from home (remote working) as per the requirements 

of the project or group you are assigned to work with and as communicated to you by the 

Unit HR or your supervisor. You are required to abide by the Policy and / or Guidelines issued 

by TCS from time to time while operating within this framework. For more details, please refer 

the Policy / Guideline document on Remote Working.  
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It is essential that you understand the applicable Policy and / or the Guidelines of such flexible 

working and ensure adherence to TCS Security Policies/Protocols and Confidentiality 

obligations at all times.  

12. Overseas International Assignment Agreement 

If you are on international assignment, you will be covered by the TCS India Policy-

International Assignments (from India to other Countries) from the date of placement for an 

international assignment. Accordingly, you will be required to sign the Overseas International 

Assignment Agreement/s and any other applicable related documents pertaining to the 

international assignment for which you are being placed In case of every international 

assignment that exceeds 30 days, you will be required to serve TCSL as per the Notice 

Period clause mentioned below.  

This is to ensure that the knowledge and information gained by you during your assignment 

is shared and available to TCSL and its associates. This transfer of knowledge and 

information is essential for TCSL to continue to serve its clients and customers better. If you 

are deputed internationally for training, you will be required to sign an agreement to serve 

TCSL for a minimum period of 6 months on completion of training.  

13. Terms and Conditions 

The above terms and conditions are specific to India and there can be changes to the said 

terms and conditions in case of deputation on international assignments.  

14. TATA Code of Conduct 

You are required to sign the TATA Code of Conduct and follow the same in your day-to-day 

conduct as an associate of TCSL.  

15. Notice Period 

This contract of traineeship in TCS and subsequent employment post successful completion 

of your traineeship is terminable by you by giving 90 days notice in writing. It is clearly 

understood, agreed and made abundantly clear that you shall have to necessarily serve the 

period of notice of 90 days given by you under this clause. However, upon your serving the 

notice under this clause, TCSL may relieve you any time during the period of notice at its 

sole discretion in the interest of business.  
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i. This contract of traineeship and subsequent employment post successful completion of 

your traineeship may be terminated by TCSL by giving you 90 days notice or payment in 

lieu thereof.  

ii. Your failure to comply with this clause will entail monetary payment of damages to TCS 

as may be determined by TCS at its sole discretion having regard to the responsibilities 

shouldered by you while being in the employment of TCS and business continuity.  

16. Retirement 

You will retire from the services of TCSL on reaching your 60th birthday as per the proof of 

age submitted by you at the time of joining.  

17. Pre-employment Medical Certificate 

You are required to submit a Medical Certificate of Fitness (in the format prescribed by TCSL) 

which needs to be verified by a registered medical practitioner having a minimum qualification 

of MBBS to the Induction Coordinator.  

18. Employment of Non Indian Citizens 

In case, you are not a citizen of India, this offer is subject to your obtaining a work permit and 

/ or any other permissions and / or documentation as prescribed by the Government of India.  

19. Background Check 

Your association with TCSL will be subject to a background check in line with TCSL's 

background check policy. A specially appointed agency will conduct internal and external 

background checks. Normally, such checks are completed within one month of joining.If the 

background check reveals unfavourable results, you will be liable to disciplinary action 

including termination of traineeship/service without notice.  

20. Submission of Documents 

Please note that you should initiate and complete the upload of mandatory documents on the 

nextstep portal as soon as the offer letter is accepted (subject to availability of the documents)  
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Please carry the below listed Original Documents for verification on your joining day.  

- Permanent Account Number (PAN) Card 

  You are required to submit a copy of your PAN card along with other joining   

forms,immediately on joining. As per Indian Income Tax rules, the PAN number is a   

mandatory requirement for processing salary. 

- Aadhaar Card 

- Standard X and XII/Diploma mark sheets & Certificate 

- Degree certificate/Provisional Degree Certificate and mark sheets for all semesters of  

Graduation 

- Degree certificate and mark sheets for all semesters of your Post Graduation (if you are a    

Postgraduate)  

- Overseas Citizenship of India (applicable if you are not an Indian Nationality). For  

  Srilankan Refugee, a Refugee Identity card along with Work Permit is required 

-Birth Affidavit on Rs100 stamp paper, if Birth Certificate not in English 

- Any other affidavits on Rs100 stamp paper if applicable (name affidavit for multiplenames, 

signature affidavits,   address affidavits etc.) 

- Passport / Acknowledgement letter of passport application 

- Gap/Break in career affidavit on Rs100 stamp paper, if gap is more than 6 months- 4 

passport sized photographs 

- Medical Certificate (Should be made on the format provided by TCS along with the Joining 

letter) 

- An affidavit/notarized undertaking (Non-Criminal Affidavit, should be made on the 

formatprovided by TCSL) stating : 

 *There is no criminal offence registered/pending against you 

 *There is no disciplinary case pending against you in the university 

- If you were employed, a formal Relieving letter & Experience letter from your previous 

employerThe original documents will be returned to you after verification. 

In addition to the above original documents, Please carry photocopies of the below 

documents  

 *PAN Card (Permanent Account Number)  

 *Aadhaar Card (Not applicable for Nepal & Bhutan Citizenship) 

 *Passport 

 *NSR E-Card 
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21. TCS Xperience Program 

On joining TCSL, you will be given the benefit of formal training (TCS Xperience Program) at 

our offices, as identified, for such period as TCSL may decide.  

The said training forms a critical part of your employment with TCSL and is an ongoing 

process. TCSL continues to make investment on training and continuing education of its 

professionals. This will be of immense value to you as a professional and a large part of the 

ownership and commitment has to come from you.  

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 

process and a formal evaluation will be carried out during the training. The evaluation criteria 

which will be very transparent will be used as a basis for allocating people to projects/roles. 

We would request that the training be taken very seriously to enable you to add maximum 

value to your professional and personal growth.  

22. Letter of Appointment 

You will be issued a letter of appointment at the time of your joining and after completing 

joining formalities as per TCSL policy.  

23. Rules and Regulations of the Company 

Your appointment will be governed by the policies, rules, regulations, practices, processes 

and procedures of TCSL as applicable to you and the changes therein from time to time.The 

changes in the Policies will automatically be binding on you and no separate individual 

communication or notice will be served to this effect. However, the same shall be 

communicated on internal portal/Ultimatix.  

24. Compliance to all clauses 

You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to fulfill one 

or more of the terms and conditions and/or failure to clear one or more tests successfully would 

entitle TCSL to withdraw this offer letter anytime at its sole discretion.  

25. Data Privacy Clause: 

(a) Your personal data collected and developed during recruitment process will be processed 

in accordance with the TCS Data Privacy Policy. The personal data referred therein are 

details related to contact, family, education, personal identifiers issued by government, social 

profile, background references, previous employment and experience, medical history, 

skillset, proficiency and certifications, job profile and your career aspirations.  
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(b) It will be processed for various organizational purposes such as Â recruitment, 

onboarding, background check, project assignment, performance management, job rotation, 

career development including at leadership level, diversity and inclusion initiatives, global 

mobility, wellness program, statutory and legal requirements and specific organizational 

initiatives in force during your tenure in TCS.  

(c) After you join TCS, there would be more sets of Personal Information (PI) attributes 

processed for various legitimate purposes. All of it will be processed with compliance to 

applicable laws and the TCS Data Privacy Policy. In some scenarios of your PI processing, 

you will be provided with appropriate notice and/or explicit consent might be obtained from 

time to time.  

(d) For the purposes mentioned above, your required PI may be shared with specific vendor 

organizations who provide services to TCS, e.g. Â background check, health insurance, 

counselling, travel, transport and visa, payroll services, associate engagement activities, and 

financial and taxation services.  

(e) As TCS is a global company, your PI may be shared with entities outside India, limited for 

the purposes mentioned above and/or in this offer letter.  

(f) In case of oversees deputation, available privacy rights would be governed as per 

regulatory provisions and / or TCS policies/notice provided applicable at your overseas 

location.   
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Withdrawal of Offer 

If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not interested 

in this employment and this offer will be automatically withdrawn.  

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining letter, 

the offer will stand automatically terminated at the discretion of TCSL.We look forward to having you 

in our global team  

Yours Sincerely,  

For TATA Consultancy Services Limited 

 

 

 

 

Girish V. Nandimath 

Global Head, Talent Acquisition & Academic Interface 

Encl: Annexure 1: Benefits and Gross Salary 

         Annexure 2: List of TCS Xperience Centres   

         Annexure 3: Confidentiality and IP Terms   

 

 

 

 

 

 

 

 

Click here  or use a QR code scanner from your mobile 

to validate the offer letter 
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 GROSS SALARY SHEET  Annexure 1 

Name Ashish  Raj 

Designation Assistant (Asse) 

Institute 

Name 
College Of Commerce, Patna 

Table 1: Compensation Details (All Components in INR) 

Component Category Monthly Annual 

1) Fixed Compensation   
  

Bouquet Of Benefits #         4,999        59,984 

2) Performance Pay 
  

Monthly Performance Pay         1,400        16,800 

3) Annual Components/Retirals 
  

Health Insurance*** NA         4,000 

Provident Fund         1,117        13,404 

Gratuity           447         5,373 

ESI Contribution## NA         6,204 

Total of Annual Components & Retirals         1,565        22,777 

4) City Allowance           200         2,400 

TOTAL GROSS        17,472      2,19,682 
# Refer to Table 2 for TCSL defined Structure. In case, you wish not to restructure your BoB, TCSL defined 

Structure as given in Table 2 will be applicable. 

##Contribution towards Employees' State Insurance borne by TCS. 

*** For HIS - Note that Rs.4,000 if the employee is Single. If the employee is married or married with Children then 

Rs. 3,900/- per beneficiary needs to be added to the above mentioned amount. 

Table 2: TCSL defined structure for BoB (All Components in INR) 

Component Category Monthly Annual 

House Rent Allowance         3,723        44,676 

Leave Travel Assistance           776         9,308 

Food Card           500         6,000 

GROSS BOUQUET OF BENEFITS         4,999        59,984 
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Annexure 2 

 
Annexure 3 
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Confidentiality and IP Terms and Conditions  

1.  Confidential Information 

"Confidential Information" shall mean all Inventions and Know-how, information and material 

of TCS (including for avoidance of doubt any Confidential Information of its Clients) that  

comes into the possession or know of the Associate and shall include the following:  

(a) Any and all information processing programs, software, properties, items, information, 

data, material or any nature whatsoever or any parts thereof, additions thereto and 

materials related thereto, produced or created at any time by TCS or the Associate in the 

course of or in connection with or arising out of the Associate's association with TCS. 

Program/Software shall mean source code and/or machine instructions wherever 

resident and on whatever media and all related documentation and software,  

(b) All other information and material of TCS relating to design, method of construction, 

manufacture, operation, specifications, use and services of the TCS equipment and 

components, including, but not limited to, engineering and laboratory notebooks, reports, 

process data, test data, performance data, inventions, trade secrets, systems, software, 

object codes, source codes, copyrighted matters, methods, drawings, computations, 

calculations, computer programs, narrations, flow charts and all documentation therefore 

and all copies thereof (including for avoidance of doubt any such material belonging to 

the Clients of TCS).  

(c) Corporate strategies and other confidential and proprietary material and information, 

which could cause competitive harm to TCS if disclosed,  

(d) Customer and prospective customer lists, and  

(e) All other information and material, which may be created, developed, conceived, 

gathered or collected or obtained by the Associate in the course of or arising out of the 

association with TCS or while in or in connection with or for the purposes of his/her 

association with TCS or any of the operations and entrusted by TCS to the Associate.  

2.  Associate's Obligations 

Associate agrees to treat the Confidential Information as strictly confidential and a trade 

secret of TCS. Associate agrees not to use, or cause to be used, or disclose or divulge or 

part with either directly or indirectly the Confidential Information for the benefit of or to any 

third parties except for or on behalf of or as directed or authorized by TCS or to a person 

having a valid contract with or need under TCS, any Confidential Information. Upon 

termination of employment, the Associate agrees to surrender to TCS all Confidential 

Information that he or she may then possess or have under his or her control.  
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3.  Intellectual Property Rights 

Associate agrees and confirms that all intellectual property rights in the Confidential 

Information shall at all times vest in and remain with or belong to TCS and Associate shall 

have no right title or claim of any nature whatsoever in the Confidential Information. Associate 

shall promptly disclose to an authorized officer of TCS all inventions, ideas, innovations, 

discoveries, improvements, suggestions, or reports and enhancements made, created, 

developed, conceived or devised by him or her arising out of his or her engagement with 

TCS, including in the course of provision of services to the Clients of TCS and Associate 

hereby agrees and confirms that all such intellectual property rights shall at all times vest in 

and remain vested in TCS and agrees to transfer and assign to TCS any interests Associate 

may have in such intellectual property rights including any interest in and to any domestic or 

foreign patent rights, trademarks, trade names copyrights and trade secret rights therein and 

any renewals thereof. On request of TCS, Associate shall execute from time to time, during 

or after the termination of his or her employment, such further instruments, including without 

limitations, applications for letters of patent, trademarks, trade names and copyrights or 

assignments thereof, as may be deemed necessary or desirable by TCS to perfect the title 

of TCS in the intellectual property rights and to effectuate the provisions hereof. All expenses 

of filling or prosecuting any application for patents, trademarks, trade names, or copyrights 

shall be borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting 

any such applications. Associate hereby expressly waives any "artist's rights" or "moral 

rights", which Associate might otherwise have in such intellectual property rights.  

4.  Prior knowledge 

Associate acknowledges that prior to his or her appointment by TCS, he or she had no 

knowledge of the Confidential Information of TCS and that such Confidential  Information is 

of a confidential and secret character and is vital to the continued success of TCS's 

business. Associate further acknowledges that he or she is associated with TCS in a 

capacity in which he or she will become acquainted with all or part of such Confidential 

Information. In order to safeguard the legitimate interests of TCS in such Confidential 

Information, it is necessary for TCS to protect such Confidential Information by holding it 

secret and confidential.  

5.   Use of third party material 

Associate expressly agrees that it shall not in the course of his or her association with TCS 

and while working on the premises or facilities of TCS or its Clients or in connection with the 

development of any intellectual property rights or work for or on behalf of TCS, use any third 

party material or intellectual property rights except those intellectual property rights provided 

by TCS or expressly authorised by TCS or without having proper authorisation or license or 

approval of the respective owner of such intellectual property rights.  
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6. Security policies and Guidelines. 

Associate agrees to abide by and be bound by any and all policies, documents, guidelines 

and processes including IP, Security and Confidentiality of TCS in force from time to time 

whether expressly endorsed or not.  

7. Working in SBWS Framework: 

Associate may be required to work in TCS offices or its Client premises or from home (remote 

working) as per the directions of supervisor and / or the provisions of the applicable policy.  

Associate understands that working in this hybrid environment may have higher 

confidentiality and information security risks. Associate acknowledges that when working 

remotely the Associate:  

(a) will work only in a private, secured work area in compliance with the guidelines issued 

and amended from time to time.  

(b) will comply with and work in a manner consistent with TCS Data Privacy and Security 

Policies/Protocols.  

(c) will bring to the notice of HR of the Unit to any circumstances that prevent Associate from 

working in a manner consistent with TCS data privacy and security policies/ protocols.  

(d) will inform the HR of the Unit if the Associate shares a home with any family member or 

an individual who is employed by a competitor of TCS or TCS client the Associate is 

assigned to, or if any other circumstances at home exist which implicates the TCS Code 

of Conduct Conflict of Interest provision.  

(e) will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure 

obligations.  

(f) will be using the Company allotted laptop or similar authorized computing device (together 

called "official asset") only to connect to TCS network/customer network through 

authorized means (or the Customer provided laptop to access the customer network if 

so, mandated by the Customer).  

(g) will not allow anybody to share the official asset being used.  
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8.  Restriction on Associate's Rights 

Associate agrees that he or she shall not make, have made, replicate, reproduce, use, sell, 

incorporate or otherwise exploit, for his or her own use or for any other purpose, any of the 

Confidential Information including intellectual properties of TCS that is or may be revealed to 

him or her by TCS or which may in the course of his or her employment with TCS come into 

his or her possession or knowledge unless specifically authorized to do so in writing by TCS.  

9.  No License 

TCS and Associate agree that no license under any patent or copyright now existing or 

hereafter obtained by TCS is granted, agreed to be granted, or implied by the terms of this 

Agreement, or by the disclosure to Associate of the Confidential Information.  

10.  Equitable Rights 

Associate acknowledges that any Confidential Information that comes into the possession 

and / or knowledge of Associate is of a unique, highly confidential and proprietary nature. It 

is further acknowledged by Associate that the disclosure, distribution, dissemination and / or 

release by Associate of the Confidential Information without the prior written consent of TCS 

or any breach of this Agreement by Associate will cause TCS to suffer severe, immediate 

and irreparable damage and that upon any such breach or any threat thereof, TCS shall 

without prejudice to any other remedies available to it, be entitled to appropriate equitable 

relief including the relief of specific performance and injunctive relief, in addition to whatever 

remedies it might have at law.  

11.  General 

(a) The provisions hereof shall be interpreted, determined and enforced in accordance with 

the laws of India.  

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 

herein contained or may claim or liability of any party including that of surety, the same shall 

be referred to a person to be nominated by TCS, whose decision shall be final and binding 

upon the parties hereto. Subject to the above, the arbitration shall be governed by the 

Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. Associate 

confirms that the fact that the arbitrator shall be a nominee of TCS shall not be a ground for 

objecting to such arbitration or challenging the decision of the arbitrator. The venue of 

arbitration shall be Mumbai. Subject to the above arbitration clause, the Parties agreed to 

the binding jurisdiction of the Courts at Mumbai under the laws of India.  
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(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing law, 

it shall be deemed null and void without annulling or rendering invalid the remainder of the 

Agreement and if the invalid portion is such that the remainder cannot be sustained without 

it, the Parties herein shall find a suitable replacement to the invalid portion that shall be legally 

valid.  

(d) This Confidentiality clause along with other documents executed by Associate or 

referenced in any such documents constitutes the entire understanding between the parties 

and supersedes all prior agreements and understandings pertaining to the subject matter 

thereof. No delay of omission of either Party in exercising or enforcing any of their rights or 

remedies hereunder shall constitute a waiver thereof.  

(e) This Confidentiality clause may not be amended except in writing signed by authorized 

representatives of both parties.  

(f) The obligations of Associate in terms of this Confidentiality clause shall continue during 

the term of or in the course of the employment of the Associate with TCS and shall continue 

thereafter in perpetuity.  
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Offer: BUSINESS PROCESS SERVICES
Ref: TCSL/DT20234351561/Kolkata/BPS/BTN
Date: 25/09/2023

Mr. Ashutosh  Raj
Janta Flat 23/265
West Panch Shiv Mandir
Kankarbagh , Sampatchak
Patna-800020
Bihar
Tel# 91-9341442763

Dear Mr. Ashutosh  Raj,

Sub: Letter of Offer and Terms of Traineeship

Thank you for exploring training opportunities with Tata Consultancy Services Limited(TCSL). You have successfully 

completed our initial selection process and we are pleased to make you an offer as "Trainee BPS" for a period of 12 

month.You will be engaged as a Trainee /Apprentice under the model / certified Standing Orders
(as the case may be) applicable to you.

Kindly confirm your acceptance of this traineeship by proposing your date of joining and signing Annexure 1. If not 

accepted within 7 days of receipt, this offer is liable to lapse at the discretion of the Company. You may handover your 

acceptance letter to the HR Officer/ Induction Officer at any of our offices.

After you accept this letter of traineeship and clear the medical check-up, and background check you will be given a 

letter of appointment as a trainee indicating the details of your joining date and initial place of posting after completing 

joining formalities as per company policy.

TCS decision of releasing the Offer of Traineeship and allowing you to join the organization before completion of your 

final Graduation examination which has been uncertainly delayed owing to COVID-19 Pandemic, shall not be 

construed as a waiver of the condition specified in the Terms of Traineeship under clause 'Pre-requisites of 

Traineeship'. The status of your Graduation completion will be reviewed periodically. The Management reserves the 

right to revoke this Offer of Traineeship if it is later established that you could not successfully complete your 

Graduation without any pending arrears/backlogs.



OTHER BENEFITS

1. Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependents under the company's Health 
Insurance Scheme (HIS). 

Entitlement - Under this scheme, you and your enrolled dependents will be entitled for Rs. 5, 00,000/- as a family 
cover under the default HIS plan towards hospitalization expenses. 

Premium rates and contribution will be applicable as per the TCS Health Insurance Policy and the amendment 
made therein from time to time. You have the flexibility to choose a plan which is higher than the default HIS plan 
during the permitted window, by paying the applicable additional premium plus taxes. 

*Note: The above Health Insurance Scheme is subject to revision. The policy changes if any, in future, will prevail 
. For further details, please refer to the policy document 

2. Professional Memberships:
You will be eligible for reimbursement of expenses towards professional membership as per TCSL 's policy. 

3. Social Security - Employees' State Insurance:
The company will contribute 3.25% of your stipend or such amount as determined by law towards ESI
contribution till you remain covered under Employee's State Insurance Act, 1948.

4. Compensation Benefits under ESI Act / Employees' Compensation Act:
If you are covered under Employees State Insurance Act (ESI Act), you are entitled to claim the benefits in the 
event of accidental injury resulting into death or disablement arising out of and in the course of employment, from 
Employees' State Insurance Corporation. 

If you are out of the purview of ESI Act, you will be eligible for compensation benefit in the event of disablement 
arising out of and in the course of employment as per applicable Company policy. In the event of death arising out 
of and in the course of employment, your beneficiary will be eligible for compensation as per the Company's 
policy. For more details on this, refer TCS India policy - Afterlife Benefits and TCS India policy - Health Insurance 
after joining the organization. 

* Inclusion or exclusion of an employee under 'Employee State Insurance Corporation' is as defined as per the 
ESIC Act 

5. Night Shift Stipend:
Trainees assigned to night shifts for training would be eligible for a Night Shift Stipend of Rs. 200/- per shift 
as per the company policy. 

6. Process Specific Stipend:
Based on your allocation, to a process and on account of the process complexity involved, you may be eligible for 
additional process specific stipend, as defined by the Company. 

TERMS OF TRAINEESHIP

1. Traineeship Pre-requisites
Your appointment as a Trainee / Apprentice under the model / certified Standing Order will be subject to 
successful completion of your graduation examination without any pending arrears / back logs during the entire 
course duration. 
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It is clearly understood, agreed and made abundantly clear that in case you do not successfully clear your 
graduation your traineeship with TCSL will be discontinued without any notice or notice pay 

It is mandatory to declare the gaps / arrears / back log, if any, during your academics and work experience. The 
management reserves the right to withdraw/revoke the offer of traineeship at any time at its sole discretion in case 
of any discrepancy or false information is found in the details submitted by you. 

2. Traineeship Period:
During the period of your training of 12 months, you may be required to undergo classroom and on the job 
training. During this period, you may be appraised to evaluate your performance and if your performance is found 
to be satisfactory, you may be absorbed / appointed in the regular employment of the Company at its sole 
discretion. 

It is hereby specifically clarified that the Company is under no obligation whatsoever to absorb / appoint you on 
regular basis upon successful completion of your training period of 12 months. You shall not be deemed to have 
been absorbed / appointed in the regular employment of the company, unless & until you receive a written 
communication in this regard from the Company. 

If your performance is found unsatisfactory, TCSL may terminate your traineeship forthwith by giving you 30 
calendar days' notice in writing or payment of stipend for 30 calendar days in lieu thereof. 

If you remain on unauthorized absence for a consecutive period of 3 days during the training programme without 
authorisation or intimation, a presumption shall arise that you have abandoned your traineeship and the company 
shall be entitled to disqualify and disentitle you forthwith for any further training and your name is liable to be 
automatically stand discontinued from the list of ILP trainees without any further intimation / separate 
communication to you. 

3. Hours of Training:
You may be required to undergo training in shifts and / or in extended training hours as permitted by law. 

4. Leave:
You will be entitled for leaves as per the company's policy. 

5. Transport:
TCS BPS provides company transport facility within a pre-defined radius for each location as defined in the 
company transport policy. TCS employees living beyond these boundaries would be required to make their own 
arrangements and the routes are predetermined and not permitted to be varied under any circumstances. The 
company will make appropriate provisions for those working in night shift as permitted by law/ policy. 

6. Alternative Occupation / Traineeship:
During the period of your traineeship at TCSL , you are not permitted to undertake any other traineeship, 
employment, business, assume any public or private office, honorary or remunerative, without the prior written 
permission of the company. 

7. Confidentiality, Data and Intellectual Property Protection:
As part of the joining formalities, you are required to sign a Confidentiality, Data and IP Protection Terms, which 
aims to protect the intellectual property rights and business information of TCSL and its clients. The detailed 
Confidentiality, Data and IP Protection related terms and conditions are set out in Annexure 2 

8. Work in SBWS mode:
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model framework that allows 
seamless deployment of virtual workspaces in a secure manner that enables flexible working options aligned to its 
business objectives. You may be required to work either from TCS offices/TCS Client offices or from home 
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(remote working) as per the requirements of the project or group you are assigned to work with and as 
communicated to you by the Unit HR or your supervisor. You are required to abide by the Policy and / or 
Guidelines issued by TCS from time to time while operating within this framework. For more details, please refer 
the Policy / Guideline document on Remote Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such flexible working and ensure 
adherence to TCS Security Policies/Protocols and Confidentiality obligations at all times. 

9. TATA Code of Conduct:
You are required to sign the TATA Code of Conduct and follow the same in your day to day conduct as a trainee 
of TCSL . 

10.  Notice Period:
You will have to give at least 30 calendar days' prior notice in writing before discontinuing your traineeship with the 
Company. The Company may discontinue your traineeship by giving you 30 calendar days' notice in writing or 
payment of stipend for 30 days in lieu thereof. 

11.  Medical Test:
You are required to undergo a pre-Traineeship medical check-up and obtain a fitness certificate from the 
registered medical practitioner/Doctor. This is a pre-condition for Traineeship. Please collect the medical check-up 
authorization letter from the company HR executive, at the time of submitting your written acceptance of this offer. 
To verify your identification, we request you to carry a photograph and a photo identification document issued by 
government like passport, PAN card, Election Card, Driving License etc. If you are a campus recruit, you may 
produce your current educational institute`s photo identification card in the absence of government photo 
identification document. 

Retention of reasonable medical fitness is also a condition of Traineeship. The company also reserves the right to 
get yourself examined by a doctor at any time during your Traineeship and futher employment(if absorbed in 
Regular Employment) to ascertain your medical fitness. The opinion of the doctor appointed by the company shall 
be final and binding on both parties. Your failure, refusal or inability to appear for such medical examination will 
result in the determination of your Traineeship or Employment as the case may be without any notice or notice 
pay in lieu of notice. 

Your Traineeship or further Employment (if absorbed in Regular Employment) is liable to be discontinued / 
terminated on account of your continued ill health or if you are found to be medically unfit for the job as may be 
certified by the company's doctor. 

12. Background Check:
Your traineeship will be subject to a background check in line with the Company's background check policy. A 
specially appointed agency will conduct internal and external background checks. Normally, such checks are 
completed within one month of joining. If the background checks are unfavorable or at a variance with your own 
declarations, your traineeship will be discontinued without any notice. 

13. Submission of Documents:
At the time of your joining traineeship, photocopy of the following documents should be submitted. Please carry 
the original copies for verification. 

- Standard X and XII Mark sheets equivalent
- Degree certificate and mark sheets for all semesters
- Postgraduate degree certificate and mark sheets for all semesters (if you are a Post-graduate)
- Birth Certificate / Proof of Age
- Passport
- 6 photographs - passport size
- An affidavit / notarised undertaking that there is no criminal offence registered/pending against you.
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Your original documents will be returned to you after verification. 

14. Initial Learning Programme (ILP)
On joining TCSL as Trainee, you will be given the benefit of formal & on the job training ("Initial Learning 
Programme") at the location, as identified, for such a period as TCSL may decide. The said training 
programme forms a critical part of your traineeship and is an ongoing process. TCSL continues to make 
investment on training and development of its trainees. This will be of immense value to you and a large part of 
ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing process and a formal 
evaluation will be carried out during the training. We would request that the training be taken very seriously to 
enable you to add maximum value to your professional and personal growth. 

15. Letter of Appointment
Your will be issued a letter of appointment on your joining and after completing joining formalities as per 
TCSL policy 

16. Personal Data Processing:
Your personal data collected and developed during recruitment process will be processed in accordance with the 
TCS Data Privacy Policy. The personal data referred therein are details related to contact, family, education, 
personal identifiers issued by government, social profile, background references, previous employment and 
experience, medical history, skillset, proficiency and certifications, job profile and your career aspirations. 

It will be processed for various organizational purposes such as recruitment, onboarding, background check, 
project assignment, performance management, job rotation, career development including at leadership level, 
diversity and inclusion initiatives, global mobility, wellness program, statutory and legal requirements and specific 
organizational initiatives in force during your tenure in TCS. 

After you join TCS, there would be more sets of Personal Information (PI) attributes processed for various 
legitimate purposes. All of it will be processed with compliance to applicable laws and the TCS Data Privacy 
Policy. In some scenarios of your PI processing, you will be provided with appropriate notice and/or explicit 
consent might be obtained from time to time. 

For the purposes mentioned above, your required PI may be shared with specific vendor organizations who 
provide services to TCS, e.g. background check, health insurance, counselling, travel, transport and visa, payroll 
services, associate engagement activities, and financial and taxation services. 

As TCS is a global company, your PI may be shared with entities outside India, limited for the purposes mentioned 
above and/or in this offer letter. 

In case of oversees deputation, available privacy rights would be governed as per regulatory provisions and / or 
TCS policies/notice provided applicable at your overseas location. 

17. Terms and conditions:
The above terms and conditions of traineeship are specific to your traineeship period in India. 

18. Rules and Regulations of the Company:
Your traineeship will be governed by the policies, rules, regulations, practices, processes and procedures of the 
Company as applicable to you and the changes therein from time to time. 

19. Compliance to all clauses:
You will be required to fulfill all the terms and conditions mentioned in this letter of offer of traineeship. Any failure 
to fulfill any term and /or condition and/or failure to clear any test successfully would entitle TCSL in 
withdrawing this letter of traineeship at its sole discretion. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not interested in the 
Traineeship and this offer will be automatically withdrawn. Post acceptance of TCSL offer letter if you fail to join on 
the date provided in the TCSL joining letter, the offer will stand automatically terminated at the sole discretion of 
TCSL . 

We look forward to having you in our global team. 

Yours Sincerely, 

For Tata Consultancy Services Limited. 
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Girish V. Nandimath
Global Head, Talent Acquisition & Academic Interface

Encl: Annexure 1: Acceptance
        Annexure 2: Confidentiality, Data and Intellectual Property Protection Terms

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=q9q663664U444x448988pUpFL3L84b446q66LpL86x66bxLi3TxUFpFFiF8i8b883bxU6F66868


ANNEXURE 1

For the candidate to complete:

This is to confirm that I have received the letter of offer and Terms of Traineeship ref No   
TCSL/DT20234351561/Kolkata/BPS/BTN on _____________ (MMM/DD/YYYY).   
I hereby accept this Offer and intend to join traineeship on:

Signature:

Name:
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Annexure 2

                                   Confidentiality, Data and Intellectual Property Protection Terms

1. Confidential Information
"Conf ident ia l  Informat ion" shal l  mean al l  Invent ions and Know-how, informat ion and mater ia l  
of TCS and its subsidiaries as applicable (Collectively termed as TCS) (including for avoidance of doubt any 
Confidential Information of its Clients) that comes into the possession or know of the Associate and shall include 
the following: 

(a) Any and all information processing programs, software, properties, items, information, data, material or any 
nature whatsoever or any parts thereof, additions thereto and materials related thereto, produced or created at 
any time by TCS or the Associate in the course of or in connection with or arising out of the Associate's 
association with TCS. Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, manufacture, operation, 
specifications, use and services of the TCS equipment and components, including, but not limited to, engineering 
and laboratory notebooks, reports, process data, test data, performance data, inventions, trade secrets, systems, 
software, object codes, source codes, copyrighted matters, methods, drawings, computations, calculations, 
computer programs, narrations, flow charts and all documentation therefore and all copies thereof (including for 
avoidance of doubt any such material belonging to the Clients of TCS) 

(c) Corporate strategies and other confidential and proprietary material and information, which could cause 
competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, gathered or collected or 
obtained by the Associate in the course of or arising out of the association with TCS or while in or in connection 
with or for the purposes of his/her association with TCS or any of the operations and entrusted by TCS to the 
Associate. 

2. Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade secret of TCS. Associate 
agrees not to use, or cause to be used, or disclose or divulge or part with either directly or indirectly any 
Confidential Information for the benefit of or to any third parties except for or on behalf of or as directed or 
authorized by TCS or to a person having a valid contract with TCS . Upon termination of employment, the 
Associate agrees to surrender to TCS all Confidential Information that he or she may then possess or have under 
his or her control. 

3. Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential Information shall at all times 
vest in and remain with or belong to TCS and Associate shall have no right title or claim of any nature whatsoever 
in the Confidential Information. Associate shall promptly disclose to an authorized officer of TCS all inventions, 
ideas, innovations, discoveries, improvements, suggestions, or reports and enhancements made, created, 
developed, conceived or devised by him or her arising out of his or her engagement with TCS, including in the 
course of provision of services to the Clients of TCS and Associate hereby agrees and confirms that all such 
intellectual property rights shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any interest in and to any 
domestic or foreign patent rights, trademarks, trade names copyrights and trade secret rights therein and any 
renewals thereof. On request of TCS, Associate shall execute from time to time, during or after the termination of 
his or her employment, such further instruments, including without limitations, applications for letters of patent, 
trademarks, trade names and copyrights or assignments thereof, as may be deemed necessary or desirable by 
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TCS to perfect the title of TCS in the intellectual property rights and to effectuate the provisions hereof. All 
expenses of filling or prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any such applications. Associate 
hereby expressly waives any "artist's rights" or "moral rights", which Associate might otherwise have in such 
intellectual property rights. 

4. Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no knowledge of the 
Confidential Information of TCS and that such Confidential Information is of a confidential and secret character 
and is vital to the continued success of TCS's business. Associate further acknowledges that he or she is 
associated with TCS in a capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential Information, it is necessary 
for TCS to protect such Confidential Information by holding it secret and confidential. 

5. Use of third party material
Associate expressly agrees that Associate shall not in the course of his or her association with TCS and while 
working on the premises or facilities of TCS or its Clients or in connection with the development of any intellectual 
property rights or work for or on behalf of TCS; 

a) use any third party material or intellectual property rights except those intellectual property rights provided by 
TCS or expressly authorised by TCS or without having proper authorisation or license or approval of the 
respective owner of such intellectual property rights. 

b) Participate in any activity for creation (including conception, design, development, testing, implementation, 
support or marketing) of any Intellectual Property for or on behalf of TCS or its affiliates if Associate has been 
exposed, directly or indirectly, to any Third Party IP which is in the same subject area (such as research area, 
technology or application area) as, or which is same or similar to, the Intellectual Property or any portion thereof, 
to be so created, unless; 

i) Associate has expressly declared to TCS in a prescribed form whether such exposure was owing to publically 
available information or under and subject to any agreement; AND 

ii) TCS has expressly confirmed to the Associate that TCS has proper authorization or license or approval of the 
respective owner of such Third Party IP to use the same in Intellectual Property or portion thereof to be created 
and authorized in writing Associate's participation in such activity. 

c) knowingly access, make reference to or use any Third Party IP (except as permitted under Section 5(a), 
directly or indirectly, during the period of association with the creation (conception, design, development, testing, 
implementation, support or marketing) of TCS Intellectual Property or portion thereof, which is in the same subject 
area of TCS Intellectual Property or which is same or similar to such TCS Intellectual Property or portion thereof 
being created. In case, Associate access or is exposed to any such Third Party IP during such association, 
Associate shall promptly bring it to the notice of TCS IP asset owner or TCS project manager in writing and 
immediately cease to participate in any such activity 

6. Security policies and Guidelines.
6.1 Associate agrees to abide by and be bound by any and all policies, documents, guidelines and processes 
including IP, Information Security and Confidentiality of TCS in force from time to time whether expressly 
endorsed or not. 

6.2 Associate acknowledge and agree that in the course of, and as a result of his/her engagement with TCS, 
Associate will have access to, obtain or come across personal data or information of other TCS Associates or 
Clients, including without limitation, sensitive personal data or information (collectively "Personal Data and 
Information") within the meaning of the applicable Indian Law and Rules or any other applicable Law, directive or 
regulation anywhere in the world. In respect of any such Personal Data and Information accessed, obtained, 
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acquired or processed by Associate for and on behalf of TCS, its affiliates or Clients, Associate undertake that 
he/she will: 

(a) process the Personal Data and Information only on behalf of TCS, its Affiliates or Clients, as the case may be, 
and only on and in accordance with instructions received from the data controller from time to time; 

(b) abide by such technical and organizational measures necessary to prevent the accidental or 
unlawful destruction or accidental loss, alteration, un-authorized disclosure or access to the Personal Data and 
Information; 

(c) promptly (and in any event within 24 hours of awareness) bring to notice of TCS or its Affiliates, as the case 
may be, of any actual or suspected incident of unauthorized or accidental disclosure of, or access to, the Personal 
Data and Information or other breach of this section (a "Security Breach"); 

(d) promptly provide TCS with all information in Associate's notice, possession or control concerning any Security 
Breach and not make any public announcement regarding a Security Breach without TCS's prior written consent; 

(e) not do, or omit to do, anything, which would cause TCS or any of its employees, officers or agents to be in 
breach of its obligations under any privacy or data protection policy, regulation or legislation; 

(f) upon expiry or termination of Associate's engagement with TCS, return all copies of the Personal Data and 
Information to TCS in Associate's possession or control; and 

(g) promptly bring to TCS notice of any request received from a data subject to have access to his/her Personal 
Data and Information or of any other communication relating to the access, use or processing of any Personal 
Data and Information (including any notice from the regulatory body) and fully co-operate and assist TCS in 
relation to any such request or communication. 

6.3 Associate expressly consent that TCS and/or its affiliates may collect, use, transfer, retain or otherwise 
process Associate's Personal Data and Information in connection with his/her engagement with TCS, in 
accordance with the then / current TCS policies and procedures and applicable privacy and data protection 
legislation. TCS may use third party services or sub-contractors to collect or otherwise process Associate's 
Personal Data and Information for which TCS shall remain responsible for such third party services provider or 
sub-contractor's compliance with TCS's obligations hereunder. 

7. Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client's premises or from home (remote working) as per 
the directions of supervisor and / or the provisions of the applicable policy. 

Associate understands that working in this hybrid environment may have higher confidentiality and information 
security risks. Associate acknowledges that when working remotely the Associate: 

a) Will work only in a private, secured work area in compliance with the guidelines issued and amended from time 
to time. 

b) Will comply with and work in a manner consistent with TCS Data Privacy and Security Policies/Protocols. 

c) Will bring to the notice of HR of the Unit to any circumstances that prevent Associate from working in a manner 
consistent with TCS data privacy and security policies/ protocols. 

d) Will inform the HR of the Unit if the Associate shares a home with any family member or an individual who is 
employed by a competitor of TCS or TCS client the Associate is assigned to, or if any other circumstances at 
home exist which implicates the TCS Code of Conduct Conflict of Interest provision. 
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e) Will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure obligations. 

f) Will be using the Company allotted laptop or similar authorized computing device (together called "official 
asset") only to connect to TCS network/customer network through authorized means (or the Customer provided 
laptop to access the customer network if so, mandated by the Customer). 

g) Will not allow anybody to share the official asset being used. 

8. Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, sell, incorporate or 
otherwise exploit, for his or her own use or for any other purpose, any of the Confidential Information including 
intellectual properties of TCS that is or may be revealed to him or her by TCS or which may in the course of his or 
her employment with TCS come into his or her possession or knowledge unless specifically authorized to do so in 
writing by TCS. 

9. No License
TCS and Associate agree that no license under any patent or copyright now existing or hereafter obtained by TCS 
is granted, agreed to be granted, or implied by the terms of this Agreement, or by the disclosure to Associate of 
the Confidential Information. 

10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession and / or knowledge of 
Associate is of a unique, highly confidential and proprietary nature. It is further acknowledged by Associate that 
the disclosure, distribution, dissemination and / or release by Associate of the Confidential Information without the 
prior written consent of TCS or any breach of the Confidentiality, Data and IP Protection Terms by Associate will 
cause TCS to suffer severe, immediate and irreparable damage and that upon any such breach or any threat 
thereof, TCS shall without prejudice to any other remedies available to it, be entitled to appropriate equitable relief 
including the relief of specific performance and injunctive relief, in addition to whatever remedies it might have at 
law. 

11.  General
(a)The provisions hereof shall be interpreted, determined and enforced in accordance with the laws of India. 

(b)In the event of any dispute or disagreement over the interpretation of any of the terms herein 
contained or any claim or liability of any party, the same shall be referred to a person to be nominated by TCS, 
whose decision shall be final and binding upon the parties hereto. Subject to the above, the arbitration shall be 
governed by the Arbitration and Conciliation Act, 1996 or any modifications or re-enactment thereof. Associate 
confirms that the fact that the arbitrator shall be a nominee of TCS shall not be a ground for objecting to such 
arbitration or challenging the decision of the arbitrator. The venue of arbitration shall be Mumbai. Subject to the 
above arbitration clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the laws of 
India. 

(c)If any provision hereof shall be found by a judicial tribunal to be contrary to governing law, it shall be deemed 
null and void without annulling or rendering invalid the remainder of the Agreement and if the invalid portion is 
such that the remainder cannot be sustained without it, the Parties herein shall find a suitable replacement to the 
invalid portion that shall be legally valid. 

(d)This Confidentiality, Data and IP Protection Terms along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the parties and supersedes all 
prior agreements and understandings pertaining to the subject matter thereof. No delay of omission of either Party 
in exercising or enforcing any of their rights or remedies hereunder shall constitute a waiver thereof. 

(e)This Confidentiality, Data and IP Protection Terms may not be amended except in writing signed by authorized 
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representatives of both parties. 

(f)The obligations of Associate in terms of this Confidentiality, Data and IP Protection Terms shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall continue thereafter in 
perpetuity. 

Please complete and return these documents to the TCSL HR executive, within 7 days of receiving this 
offer. 

This is to confirm that I have received the Letter of Offer on ________________ . 

I hereby accept this Offer and intend to join service on__________________. 

Name: 

Address: 

Signature: 

Date: 
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Offer: BUSINESS PROCESS SERVICES
Ref: TCSL/DT20233995560/Kolkata/BPS/BTN
Date: 24/07/2023

Mr. Ayush  Kumar
Sadar Bazar
Macharata Road
Ram Janki Mandir
Patna-801503
Bihar
Tel# -

Dear Mr. Ayush  Kumar,

Sub: Letter of Offer and Terms of Traineeship

Thank you for exploring training opportunities with Tata Consultancy Services Limited(TCSL). You have successfully 
completed our initial selection process and we are pleased to make you an offer as "Trainee BPS" for a period of 12 
months. During this period you will be paid a stipend of Rs. 10,250/- per month.You will be engaged as a Trainee / 
Apprentice under the model / certified Standing Orders (as the case may be) applicable to you. 

Kindly confirm your acceptance of this traineeship by proposing your date of joining and signing Annexure 1. If not 
accepted within 7 days of receipt, this offer is liable to lapse at the discretion of the Company. You may handover your 
acceptance letter to the HR Officer/ Induction Officer at any of our offices. 

After you accept this letter of traineeship and clear the medical check-up, and background check you will be given a 
letter of appointment as a trainee indicating the details of your joining date and initial place of posting after completing 
joining formalities as per company policy. 

TCS decision of releasing the Offer of Traineeship and allowing you to join the organization before completion of your 
final Graduation examination which has been uncertainly delayed owing to COVID-19 Pandemic, shall not be 
construed as a waiver of the condition specified in the Terms of Traineeship under clause 'Pre-requisites of 
Traineeship'. The status of your Graduation completion will be reviewed periodically. The Management reserves the 
right to revoke this Offer of Traineeship if it is later established that you could not successfully complete your 
Graduation without any pending arrears/backlogs. 
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OTHER BENEFITS

1. Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependents under the company's Health 
Insurance Scheme (HIS). You are automatically covered under a default HIS Plan. 

You have the flexibility to choose a plan which is higher than the existing default plan, by paying the applicable 
additional premium plus Service Tax, in which case the below benefits can be availed: 

a) Domiciliary Cover: This is a provision to cover the cost incurred towards any domiciliary treatment up to a 
specified limit for each insured person per annum. 

b) Base Cover: This is a provision to cover the cost incurred on hospitalization treatments up to a specified limit for 
each insured person per annum. 

c) Floater Cover: This benefit covers the hospitalization expenses incurred over and above the basic 
hospitalization cover limit. This is a family floater cover for you and your enrolled dependents. 

The total premium is split between Base Cover and Floater Cover Premium as per the plan applicable. 

i. Base Cover Premium: Towards Domiciliary and Base cover for self, spouse and up to three children is entirely 
borne by TCSL , provided these members are explicitly enrolled by you under the scheme. Additionally, if you 
wish to cover dependent parents/parents-in-law or remaining children, the applicable premium per insured person 
is to be borne by you. 

ii. Floater Cover Premium: Towards Floater cover is to be borne by you. 

*Note: The above Health Insurance Scheme is subject to revision. The policy changes if any, in future, will prevail 
. For further details, please refer to the policy document 

2. Professional Memberships:
You will be eligible for reimbursement of expenses towards professional membership as per TCSL 's policy. 

3. Social Security - Employees' State Insurance:
The company will contribute 3.25% of your stipend or such amount as determined by law towards ESI
contribution till you remain covered under Employee's State Insurance Act, 1948.

4. Compensation Benefits under ESI Act / Employees' Compensation Act:
If you are covered under Employees State Insurance Act (ESI Act), 1948 you are entitled to claim the benefits in 
the event of accidental injury resulting into death or disablement arising out of and in the course of employment, 
from Employees' State Insurance Corporation. 

If you are out of the purview of ESI Act, you will be eligible for compensation benefit in the event of death / 
disablement arising out of and in the course of employment as per the benefits under the Company's Afterlife 
Benefit Policy / Personal accident insurance scheme, whichever is applicable. For more details on this, refer TCS 
India policy - Afterlife Benefits and TCS India policy - Health Insurance after joining the organization. 

* Inclusion or exclusion of an employee under 'Employee State Insurance Corporation' is as defined as per the 
ESIC Act 

5. Night Shift Stipend:
Trainees assigned to night shifts for training would be eligible for a Night Shift Stipend of Rs. 200/- per shift 
as per the company policy. 
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6. Process Specific Stipend:
Based on your allocation, to a process and on account of the process complexity involved, you may be eligible for 
additional process specific stipend, as defined by the Company. 

TERMS OF TRAINEESHIP

1. Traineeship Pre-requisites
Your appointment as a Trainee / Apprentice under the model / certified Standing Order will be subject to 
successful completion of your graduation examination without any pending arrears / back logs during the entire 
course duration. 

It is clearly understood, agreed and made abundantly clear that in case you do not successfully clear your 
graduation your traineeship with TCSL will be discontinued without any notice or notice pay 

It is mandatory to declare the gaps / arrears / back log, if any, during your academics and work experience. The 
management reserves the right to withdraw/revoke the offer of traineeship at any time at its sole discretion in case 
of any discrepancy or false information is found in the details submitted by you. 

2. Traineeship Period:
During the period of your training of 12 months, you may be required to undergo classroom and on the job 
training. During this period, you may be appraised to evaluate your performance and if your performance is found 
to be satisfactory, you may be absorbed / appointed in the regular employment of the Company at its sole 
discretion. 

It is hereby specifically clarified that the Company is under no obligation whatsoever to absorb / appoint you on 
regular basis upon successful completion of your training period of 12 months. You shall not be deemed to have 
been absorbed / appointed in the regular employment of the company, unless & until you receive a written 
communication in this regard from the Company. 

If your performance is found unsatisfactory, TCSL may terminate your traineeship forthwith by giving you 30 
calendar days' notice in writing or payment of stipend for 30 calendar days in lieu thereof. 

If you remain on unauthorized absence for a consecutive period of 3 days during the training programme without 
authorisation or intimation, a presumption shall arise that you have abandoned your traineeship and the company 
shall be entitled to disqualify and disentitle you forthwith for any further training and your name is liable to be 
automatically stand discontinued from the list of ILP trainees without any further intimation / separate 
communication to you. 

3. Hours of Training:
You may be required to undergo training in shifts and / or in extended training hours as permitted by law. 

4. Leave:
You will be entitled for leaves as per the company's policy. 

5. Transport:
TCS BPS provides company transport facility within a pre-defined radius for each location as defined in the 
company transport policy. TCS employees living beyond these boundaries would be required to make their own 
arrangements and the routes are predetermined and not permitted to be varied under any circumstances. The 
company will make appropriate provisions for those working in night shift as permitted by law/ policy. 
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6. Alternative Occupation / Traineeship:
During the period of your traineeship at TCSL , you are not permitted to undertake any other traineeship, 
employment, business, assume any public or private office, honorary or remunerative, without the prior written 
permission of the company. 

7. Confidentiality, Data and Intellectual Property Protection:
As part of the joining formalities, you are required to sign a Confidentiality, Data and IP Protection Terms, which 
aims to protect the intellectual property rights and business information of TCSL and its clients. The detailed 
Confidentiality, Data and IP Protection related terms and conditions are set out in Annexure 2 

8. Work in SBWS mode:
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model framework that allows 
seamless deployment of virtual workspaces in a secure manner that enables flexible working options aligned to its 
business objectives. You may be required to work either from TCS offices/TCS Client offices or from home 
(remote working) as per the requirements of the project or group you are assigned to work with and as 
communicated to you by the Unit HR or your supervisor. You are required to abide by the Policy and / or 
Guidelines issued by TCS from time to time while operating within this framework. For more details, please refer 
the Policy / Guideline document on Remote Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such flexible working and ensure 
adherence to TCS Security Policies/Protocols and Confidentiality obligations at all times. 

9. TATA Code of Conduct:
You are required to sign the TATA Code of Conduct and follow the same in your day to day conduct as a trainee 
of TCSL . 

10.  Notice Period:
You will have to give at least 30 calendar days' prior notice in writing before discontinuing your traineeship with the 
Company. The Company may discontinue your traineeship by giving you 30 calendar days' notice in writing or 
payment of stipend for 30 days in lieu thereof. 

11.  Medical Test:
You are required to undergo a pre-Traineeship medical check-up and obtain a fitness certificate from the 
registered medical practitioner/Doctor. This is a pre-condition for Traineeship. Please collect the medical check-up 
authorization letter from the company HR executive, at the time of submitting your written acceptance of this offer. 
To verify your identification, we request you to carry a photograph and a photo identification document issued by 
government like passport, PAN card, Election Card, Driving License etc. If you are a campus recruit, you may 
produce your current educational institute`s photo identification card in the absence of government photo 
identification document. 

Retention of reasonable medical fitness is also a condition of Traineeship. The company also reserves the right to 
get yourself examined by a doctor at any time during your Traineeship and futher employment(if absorbed in 
Regular Employment) to ascertain your medical fitness. The opinion of the doctor appointed by the company shall 
be final and binding on both parties. Your failure, refusal or inability to appear for such medical examination will 
result in the determination of your Traineeship or Employment as the case may be without any notice or notice 
pay in lieu of notice. 

Your Traineeship or further Employment (if absorbed in Regular Employment) is liable to be discontinued / 
terminated on account of your continued ill health or if you are found to be medically unfit for the job as may be 
certified by the company's doctor. 

12. Background Check:
Your traineeship will be subject to a background check in line with the Company's background check policy. A 
specially appointed agency will conduct internal and external background checks. Normally, such checks are 
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completed within one month of joining. If the background checks are unfavorable or at a variance with your own 
declarations, your traineeship will be discontinued without any notice. 

13. Submission of Documents:
At the time of your joining traineeship, photocopy of the following documents should be submitted. Please carry 
the original copies for verification. 

- Standard X and XII Mark sheets equivalent
- Degree certificate and mark sheets for all semesters
- Postgraduate degree certificate and mark sheets for all semesters (if you are a Post-graduate)
- Birth Certificate / Proof of Age
- Passport
- 6 photographs - passport size
- An affidavit / notarised undertaking that there is no criminal offence registered/pending against you.
Your original documents will be returned to you after verification. 

14. Initial Learning Programme (ILP)
On joining TCSL as Trainee, you will be given the benefit of formal & on the job training ("Initial Learning 
Programme") at the location, as identified, for such a period as TCSL may decide. The said training 
programme forms a critical part of your traineeship and is an ongoing process. TCSL continues to make 
investment on training and development of its trainees. This will be of immense value to you and a large part of 
ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing process and a formal 
evaluation will be carried out during the training. We would request that the training be taken very seriously to 
enable you to add maximum value to your professional and personal growth. 

15. Letter of Appointment
Your will be issued a letter of appointment on your joining and after completing joining formalities as per 
TCSL policy 

16. Personal Data Processing:
Your personal data collected and developed during recruitment process will be processed in accordance with the 
TCS Data Privacy Policy. The personal data referred therein are details related to contact, family, education, 
personal identifiers issued by government, social profile, background references, previous employment and 
experience, medical history, skillset, proficiency and certifications, job profile and your career aspirations. 

It will be processed for various organizational purposes such as recruitment, onboarding, background check, 
project assignment, performance management, job rotation, career development including at leadership level, 
diversity and inclusion initiatives, global mobility, wellness program, statutory and legal requirements and specific 
organizational initiatives in force during your tenure in TCS. 

After you join TCS, there would be more sets of Personal Information (PI) attributes processed for various 
legitimate purposes. All of it will be processed with compliance to applicable laws and the TCS Data Privacy 
Policy. In some scenarios of your PI processing, you will be provided with appropriate notice and/or explicit 
consent might be obtained from time to time. 

For the purposes mentioned above, your required PI may be shared with specific vendor organizations who 
provide services to TCS, e.g. background check, health insurance, counselling, travel, transport and visa, payroll 
services, associate engagement activities, and financial and taxation services. 

As TCS is a global company, your PI may be shared with entities outside India, limited for the purposes mentioned 
above and/or in this offer letter. 
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In case of oversees deputation, available privacy rights would be governed as per regulatory provisions and / or 
TCS policies/notice provided applicable at your overseas location. 

17. Terms and conditions:
The above terms and conditions of traineeship are specific to your traineeship period in India. 

18. Rules and Regulations of the Company:
Your traineeship will be governed by the policies, rules, regulations, practices, processes and procedures of the 
Company as applicable to you and the changes therein from time to time. 

19. Compliance to all clauses:
You will be required to fulfill all the terms and conditions mentioned in this letter of offer of traineeship. Any failure 
to fulfill any term and /or condition and/or failure to clear any test successfully would entitle TCSL in 
withdrawing this letter of traineeship at its sole discretion. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not interested in the 
Traineeship and this offer will be automatically withdrawn. Post acceptance of TCSL offer letter if you fail to join on 
the date provided in the TCSL joining letter, the offer will stand automatically terminated at the sole discretion of 
TCSL . 

We look forward to having you in our global team. 

Yours Sincerely, 

For Tata Consultancy Services Limited. 
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Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click Here or use a QR code scanner from your

mobile to validate the offer letter

Encl: Annexure 1: Acceptance
        Annexure 2: Confidentiality, Data and Intellectual Property Protection Terms

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=ZTFZ0iqTb9Liq3q6x3x46666Z4FZLxL8q6q6Z6FZ0TqTZFFZZ6FZ3LxU3xxUTF6Tqbq64p44Z6F


ANNEXURE 1

For the candidate to complete:

This is to confirm that I have received the letter of offer and Terms of Traineeship ref No   
TCSL/DT20233995560/Kolkata/BPS/BTN on _____________ (MMM/DD/YYYY).   
I hereby accept this Offer and intend to join traineeship on:

Signature:

Name:
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Annexure 2

                                   Confidentiality, Data and Intellectual Property Protection Terms

1. Confidential Information
"Conf ident ia l  Informat ion" shal l  mean al l  Invent ions and Know-how, informat ion and mater ia l  
of TCS and its subsidiaries as applicable (Collectively termed as TCS) (including for avoidance of doubt any 
Confidential Information of its Clients) that comes into the possession or know of the Associate and shall include 
the following: 

(a) Any and all information processing programs, software, properties, items, information, data, material or any 
nature whatsoever or any parts thereof, additions thereto and materials related thereto, produced or created at 
any time by TCS or the Associate in the course of or in connection with or arising out of the Associate's 
association with TCS. Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, manufacture, operation, 
specifications, use and services of the TCS equipment and components, including, but not limited to, engineering 
and laboratory notebooks, reports, process data, test data, performance data, inventions, trade secrets, systems, 
software, object codes, source codes, copyrighted matters, methods, drawings, computations, calculations, 
computer programs, narrations, flow charts and all documentation therefore and all copies thereof (including for 
avoidance of doubt any such material belonging to the Clients of TCS) 

(c) Corporate strategies and other confidential and proprietary material and information, which could cause 
competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, gathered or collected or 
obtained by the Associate in the course of or arising out of the association with TCS or while in or in connection 
with or for the purposes of his/her association with TCS or any of the operations and entrusted by TCS to the 
Associate. 

2. Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade secret of TCS. Associate 
agrees not to use, or cause to be used, or disclose or divulge or part with either directly or indirectly any 
Confidential Information for the benefit of or to any third parties except for or on behalf of or as directed or 
authorized by TCS or to a person having a valid contract with TCS . Upon termination of employment, the 
Associate agrees to surrender to TCS all Confidential Information that he or she may then possess or have under 
his or her control. 

3. Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential Information shall at all times 
vest in and remain with or belong to TCS and Associate shall have no right title or claim of any nature whatsoever 
in the Confidential Information. Associate shall promptly disclose to an authorized officer of TCS all inventions, 
ideas, innovations, discoveries, improvements, suggestions, or reports and enhancements made, created, 
developed, conceived or devised by him or her arising out of his or her engagement with TCS, including in the 
course of provision of services to the Clients of TCS and Associate hereby agrees and confirms that all such 
intellectual property rights shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any interest in and to any 
domestic or foreign patent rights, trademarks, trade names copyrights and trade secret rights therein and any 
renewals thereof. On request of TCS, Associate shall execute from time to time, during or after the termination of 
his or her employment, such further instruments, including without limitations, applications for letters of patent, 
trademarks, trade names and copyrights or assignments thereof, as may be deemed necessary or desirable by 
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TCS to perfect the title of TCS in the intellectual property rights and to effectuate the provisions hereof. All 
expenses of filling or prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any such applications. Associate 
hereby expressly waives any "artist's rights" or "moral rights", which Associate might otherwise have in such 
intellectual property rights. 

4. Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no knowledge of the 
Confidential Information of TCS and that such Confidential Information is of a confidential and secret character 
and is vital to the continued success of TCS's business. Associate further acknowledges that he or she is 
associated with TCS in a capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential Information, it is necessary 
for TCS to protect such Confidential Information by holding it secret and confidential. 

5. Use of third party material
Associate expressly agrees that Associate shall not in the course of his or her association with TCS and while 
working on the premises or facilities of TCS or its Clients or in connection with the development of any intellectual 
property rights or work for or on behalf of TCS; 

a) use any third party material or intellectual property rights except those intellectual property rights provided by 
TCS or expressly authorised by TCS or without having proper authorisation or license or approval of the 
respective owner of such intellectual property rights. 

b) Participate in any activity for creation (including conception, design, development, testing, implementation, 
support or marketing) of any Intellectual Property for or on behalf of TCS or its affiliates if Associate has been 
exposed, directly or indirectly, to any Third Party IP which is in the same subject area (such as research area, 
technology or application area) as, or which is same or similar to, the Intellectual Property or any portion thereof, 
to be so created, unless; 

i) Associate has expressly declared to TCS in a prescribed form whether such exposure was owing to publically 
available information or under and subject to any agreement; AND 

ii) TCS has expressly confirmed to the Associate that TCS has proper authorization or license or approval of the 
respective owner of such Third Party IP to use the same in Intellectual Property or portion thereof to be created 
and authorized in writing Associate's participation in such activity. 

c) knowingly access, make reference to or use any Third Party IP (except as permitted under Section 5(a), 
directly or indirectly, during the period of association with the creation (conception, design, development, testing, 
implementation, support or marketing) of TCS Intellectual Property or portion thereof, which is in the same subject 
area of TCS Intellectual Property or which is same or similar to such TCS Intellectual Property or portion thereof 
being created. In case, Associate access or is exposed to any such Third Party IP during such association, 
Associate shall promptly bring it to the notice of TCS IP asset owner or TCS project manager in writing and 
immediately cease to participate in any such activity 

6. Security policies and Guidelines.
6.1 Associate agrees to abide by and be bound by any and all policies, documents, guidelines and processes 
including IP, Information Security and Confidentiality of TCS in force from time to time whether expressly 
endorsed or not. 

6.2 Associate acknowledge and agree that in the course of, and as a result of his/her engagement with TCS, 
Associate will have access to, obtain or come across personal data or information of other TCS Associates or 
Clients, including without limitation, sensitive personal data or information (collectively "Personal Data and 
Information") within the meaning of the applicable Indian Law and Rules or any other applicable Law, directive or 
regulation anywhere in the world. In respect of any such Personal Data and Information accessed, obtained, 
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acquired or processed by Associate for and on behalf of TCS, its affiliates or Clients, Associate undertake that 
he/she will: 

(a) process the Personal Data and Information only on behalf of TCS, its Affiliates or Clients, as the case may be, 
and only on and in accordance with instructions received from the data controller from time to time; 

(b) abide by such technical and organizational measures necessary to prevent the accidental or 
unlawful destruction or accidental loss, alteration, un-authorized disclosure or access to the Personal Data and 
Information; 

(c) promptly (and in any event within 24 hours of awareness) bring to notice of TCS or its Affiliates, as the case 
may be, of any actual or suspected incident of unauthorized or accidental disclosure of, or access to, the Personal 
Data and Information or other breach of this section (a "Security Breach"); 

(d) promptly provide TCS with all information in Associate's notice, possession or control concerning any Security 
Breach and not make any public announcement regarding a Security Breach without TCS's prior written consent; 

(e) not do, or omit to do, anything, which would cause TCS or any of its employees, officers or agents to be in 
breach of its obligations under any privacy or data protection policy, regulation or legislation; 

(f) upon expiry or termination of Associate's engagement with TCS, return all copies of the Personal Data and 
Information to TCS in Associate's possession or control; and 

(g) promptly bring to TCS notice of any request received from a data subject to have access to his/her Personal 
Data and Information or of any other communication relating to the access, use or processing of any Personal 
Data and Information (including any notice from the regulatory body) and fully co-operate and assist TCS in 
relation to any such request or communication. 

6.3 Associate expressly consent that TCS and/or its affiliates may collect, use, transfer, retain or otherwise 
process Associate's Personal Data and Information in connection with his/her engagement with TCS, in 
accordance with the then / current TCS policies and procedures and applicable privacy and data protection 
legislation. TCS may use third party services or sub-contractors to collect or otherwise process Associate's 
Personal Data and Information for which TCS shall remain responsible for such third party services provider or 
sub-contractor's compliance with TCS's obligations hereunder. 

7. Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client's premises or from home (remote working) as per 
the directions of supervisor and / or the provisions of the applicable policy. 

Associate understands that working in this hybrid environment may have higher confidentiality and information 
security risks. Associate acknowledges that when working remotely the Associate: 

a) Will work only in a private, secured work area in compliance with the guidelines issued and amended from time 
to time. 

b) Will comply with and work in a manner consistent with TCS Data Privacy and Security Policies/Protocols. 

c) Will bring to the notice of HR of the Unit to any circumstances that prevent Associate from working in a manner 
consistent with TCS data privacy and security policies/ protocols. 

d) Will inform the HR of the Unit if the Associate shares a home with any family member or an individual who is 
employed by a competitor of TCS or TCS client the Associate is assigned to, or if any other circumstances at 
home exist which implicates the TCS Code of Conduct Conflict of Interest provision. 
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e) Will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure obligations. 

f) Will be using the Company allotted laptop or similar authorized computing device (together called "official 
asset") only to connect to TCS network/customer network through authorized means (or the Customer provided 
laptop to access the customer network if so, mandated by the Customer). 

g) Will not allow anybody to share the official asset being used. 

8. Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, sell, incorporate or 
otherwise exploit, for his or her own use or for any other purpose, any of the Confidential Information including 
intellectual properties of TCS that is or may be revealed to him or her by TCS or which may in the course of his or 
her employment with TCS come into his or her possession or knowledge unless specifically authorized to do so in 
writing by TCS. 

9. No License
TCS and Associate agree that no license under any patent or copyright now existing or hereafter obtained by TCS 
is granted, agreed to be granted, or implied by the terms of this Agreement, or by the disclosure to Associate of 
the Confidential Information. 

10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession and / or knowledge of 
Associate is of a unique, highly confidential and proprietary nature. It is further acknowledged by Associate that 
the disclosure, distribution, dissemination and / or release by Associate of the Confidential Information without the 
prior written consent of TCS or any breach of the Confidentiality, Data and IP Protection Terms by Associate will 
cause TCS to suffer severe, immediate and irreparable damage and that upon any such breach or any threat 
thereof, TCS shall without prejudice to any other remedies available to it, be entitled to appropriate equitable relief 
including the relief of specific performance and injunctive relief, in addition to whatever remedies it might have at 
law. 

11.  General
(a)The provisions hereof shall be interpreted, determined and enforced in accordance with the laws of India. 

(b)In the event of any dispute or disagreement over the interpretation of any of the terms herein 
contained or any claim or liability of any party, the same shall be referred to a person to be nominated by TCS, 
whose decision shall be final and binding upon the parties hereto. Subject to the above, the arbitration shall be 
governed by the Arbitration and Conciliation Act, 1996 or any modifications or re-enactment thereof. Associate 
confirms that the fact that the arbitrator shall be a nominee of TCS shall not be a ground for objecting to such 
arbitration or challenging the decision of the arbitrator. The venue of arbitration shall be Mumbai. Subject to the 
above arbitration clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the laws of 
India. 

(c)If any provision hereof shall be found by a judicial tribunal to be contrary to governing law, it shall be deemed 
null and void without annulling or rendering invalid the remainder of the Agreement and if the invalid portion is 
such that the remainder cannot be sustained without it, the Parties herein shall find a suitable replacement to the 
invalid portion that shall be legally valid. 

(d)This Confidentiality, Data and IP Protection Terms along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the parties and supersedes all 
prior agreements and understandings pertaining to the subject matter thereof. No delay of omission of either Party 
in exercising or enforcing any of their rights or remedies hereunder shall constitute a waiver thereof. 

(e)This Confidentiality, Data and IP Protection Terms may not be amended except in writing signed by authorized 
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representatives of both parties. 

(f)The obligations of Associate in terms of this Confidentiality, Data and IP Protection Terms shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall continue thereafter in 
perpetuity. 

Please complete and return these documents to the TCSL HR executive, within 7 days of receiving this 
offer. 

This is to confirm that I have received the Letter of Offer on ________________ . 

I hereby accept this Offer and intend to join service on__________________. 

Name: 

Address: 

Signature: 

Date: 
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Date : 06-Dec-2023

JASPREET KAUR
House No.316 Gurudwara Road, New Colony Khagaul
Patna, Bihar

Re: Offer Letter

Dear JASPREET KAUR,

Congratulations!!!  

We are pleased to offer you appointment as CUSTOMER SERVICE EXECUTIVE in the RB - 
EMERGING MARKETS - BRANCH BANKING department of DCB Bank Limited at the grade 
of Assistant Manager 2 subject to the following terms and conditions:

1. Your initial place of posting will be at PATNA. On joining, you are required to report at PATNA 
Branch/Office. Your services are transferable to any place of business by the Bank.

2. Your Fixed Salary will be Rs. 250000/- p.a. For breakup, see overleaf.

3. You are required to join the Bank latest by 14-Dec-2023 failing which this offer letter will stand 
withdrawn and cancelled.

4. On joining, you are required to furnish self-attested copies of following documents:

a) Educational certificates
b) Relieving Letter from present and past employer.
c) School leaving / College leaving / Birth certificate
d) Local and Permanent Residential proof
e) 3 Passport size photographs (With your name and Blood Group mentioned at the back)

5. Your service conditions will be governed by the Bank’s policies and any regulation / legislation 
that may come in force from time to time.

6. All other terms and conditions governing your employment with the Bank will be specifically 
mentioned in the Formal Appointment Letter which will be issued to you upon your joining the Bank.

7. Please note that this offer is subject to satisfactory background verification on your educational 
qualifications, work experience, references, CIBIL, medical check-up, etc. The Bank reserves the 
right to carry out an extensive background check at any stage (including after your joining / leaving 
the Bank) either on its own or through external agencies appointed by it.

8. You are required to send your acceptance of this Offer within two (2) days from the date of this 
Offer Letter, failing which this offer shall stand withdrawn and canceled.

9. Your appointment to the services of the Bank is based and shall continue to be based on the 
information and data furnished by you in the resume, application, interview and any other 
representation made by you. If any of the information or representation made is found to be incorrect 
or found to have been suppressed, then your services shall stand terminated with immediate effect 
without any notice to you.

DCB Bank Limited

Corporate & Registered Office: 6th Floor, Tower A, Peninsula Business Park, Senapati Bapat Marg, Lower Parel, Mumbai – 400013

CIN: L99999MH1995PLC089008  Tel: +91 22 66187000  Fax: +91 22 66589970  Website: www.dcbbank.com



10. This Offer Letter and any amendments or any addendum (if any) shall be governed by the laws of 
India and the Courts in Mumbai shall have the sole and exclusive jurisdiction to settle any dispute 
arising out of or in connection with this Contract.

We value your abilities and believe that you will find your work with DCB Bank Limited challenging 
and enriching.

Thanking you,

Yours faithfully,

For DCB Bank Limited

Warm Regards, 

KASHIF AFGHANI

I here by acknowledge and accept the terms and condition mentioned here in above.

………………………….
JASPREET KAUR

DCB Bank Limited

Corporate & Registered Office: 6th Floor, Tower A, Peninsula Business Park, Senapati Bapat Marg, Lower Parel, Mumbai – 400013

CIN: L99999MH1995PLC089008  Tel: +91 22 66187000  Fax: +91 22 66589970  Website: www.dcbbank.com



Name JASPREET KAUR Reporting To BRANCH HEAD

Type Confirmed Grade Assistant Manager 2

Designation CUSTOMER SERVICE 
EXECUTIVE

Department RB - EMERGING 
MARKETS - BRANCH 
BANKING

Location PATNA Branch PATNA

ANNUAL COMPENSATION BREAK UP PROPOSED P.M PROPOSED P.A

BASIC 6,510 78,120

CONSOLIDATED ALLOWANCE 12,679 1,52,150

STATUTORY BONUS 4,200                                                   50,400

HOUSE RENT ALLOWANCE 3,255 39,060

EDUCATION ALLOWANCE 200 2,400

MEAL ALLOWANCE 2,500 30,000

BALANCE CONSOLIDATED ALLOWANCE 2,524 30,290

MOBILE RE-IMBURSEMENTS 6,600

PROVIDENT FUND 9,374

GRATUITY 3,756

TOTAL FIXED COMPENSATION(A) 19,189 2,50,000

PERFORMANCE BONUS(B) PERFORMANCE OF THE INDIVIDUAL 
AND THE BANK

TOTAL COST TO COMPANY(A+B) 2,50,000 + PERFORMANCE BONUS

Note Below:

Gratuity is payable only after 5 years of continuous service, as per Gratuity Act & as per the policy of bank.

Mediclaim, Term Life & Accident coverage is as per the rules of the Bank.

Note: On receipt of your acceptance of the above offer, the appointment letter shall be prepared and handed over for 
acceptance.

We would need to access your CIBIL report. Your acceptance of the offer will be considered as consent for the same.

DCB Bank Limited

Corporate & Registered Office: 6th Floor, Tower A, Peninsula Business Park, Senapati Bapat Marg, Lower Parel, Mumbai – 400013

CIN: L99999MH1995PLC089008  Tel: +91 22 66187000  Fax: +91 22 66589970  Website: www.dcbbank.com
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Offer: Shared Services 
Ref: TCSL/DT20234407995/Kolkata  
Date: 02/11/2023 
 
Ms. Hani  Kumari 

1Machharhatta Gali, 

Patna City, Patna-

800008, Bihar. 

Tel# -7870665488 

Dear Hani  Kumari, 
 
Sub: Letter of Offer 

Thank you for exploring career opportunities with TATA Consultancy Services Limited (TCSL). You 

have successfully completed our initial selection process and we are pleased to make you an offer 

of employment.  

This offer is based on your profile and performance in the selection process. You have been selected for 

the position of Assistant (Asse) in Grade S5.  

Your gross salary including all benefits will be ₹2,19,862/- per annum, as per the terms and 

conditions set out herein. Annexure 1 provides break-up of the compensation package.  

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 

accepted within 7 Days, it will be construed that you are not interested in this employment and this 

offer will be automatically withdrawn.  

After you accept this offer you will be given a joining letter indicating the details of your joining date 

and initial place of posting. The Joining letter will be issued to you only upon successful completion 

of your academic course, you meeting the TCS eligibility criteria. You will also be issued a letter 

of appointment at the time of your joining after completing joining formalities as per company 

policy.Your offer is subject to a positive background check.  
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COMPENSATION AND BENEFITS 

Basic Salary 

You will be eligible for a basic salary of ₹9,308/- per month.  

BOUQUET OF BENEFITS (BoB) 

Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 

defined framework, twice in a financial year. All the components will be disbursed on a monthly 

basis.  

The components under Bouquet of Benefits are listed below. The amounts given here for each of 

the components below are as per pre-defined structure. However you may want to re-distribute the 

BoB amount between the components as per your tax plan, once you join TCSL. To design your 

Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 

"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 

will be deducting tax at source as per income tax guidelines.  

House Rent Allowance (HRA) 

Your HRA will be ₹3,723/- per month. While restructuring your BoB amount to various components, it is 

mandatory that at least 5% of monthly basic pay be allocated towards HRA 

Leave Travel Allowance 

You will be eligible for annual Leave Travel Allowance which is equivalent to one month's basic 

salary or a pro-rata amount in case you join during the financial year. This will be disbursed on a 

monthly basis along with the monthly salary. To avail income tax benefits, you need to apply for a 

minimum of three days of leave and submit supporting travel documents.  

Food Card 

You will be eligible for a Food Card. It can be used to purchase food items at all domestic VISA 

enabled restaurants and fast food restaurants including TCS cafeterias.As per the Pre-Defined 

structure you will be eligible for a Food Card with an amount of ₹500/- being credited to this card 

per month. However you may want to re-distribute the BoB amount between the components as 

per your tax plan, once you join TCSL.  
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PERFORMANCE PAY 

Monthly Performance Pay 

You will receive a monthly performance pay of ₹1,400/-. The same will be reviewed on completion 

of your first Anniversary with the company and will undergo a change basis your own ongoing 

individual performance.  

CITY ALLOWANCE 

You will be eligible for a City Allowance of ₹200/- per month. This allowance is fully taxable, is 

specific to India and linked to your base branch. It is subject to review and will be discontinued 

while on international assignments.   
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OTHER BENEFITS 

Health Insurance Scheme 

TCSL brings the benefit of health insurance cover to you and your dependants under the company's 

Health Insurance Scheme(HIS).  

HIS offers the following benefits:  

1. Basic Cover 

i. Entitlement - Includes domiciliary expenses up to ₹6,000/- per insured person per annum 

and basic hospitalization expenses up to ₹2,00,000/- per insured person per annum.  

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 

provided these members are explicitly enrolled by you under the scheme. Additionally, if you 

wish to cover dependent parents/parents-in-law or remaining children, the applicable premium 

per insured person is to be borne by you.  

2. Higher Hospitalisation 

Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your enrolled 

dependents will be automatically covered under Higher Hospitalisation benefits.  

i. Entitlement - You and your enrolled dependants will be entitled for ₹12, 00,000/- as a family 

floater coverage towards hospitalisation expenses, over and above the individual basic 

coverage.  

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 

salary and the differential premium will be borne by TCSL.  

Maternity Leave 

Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 

commissioning mother,may avail maternity leave for twelve weeks. For more details on the 

benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave.  

Loans 

You will be eligible for loans, as per TCSL's loan policy.  

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT) 

You will become a member of the TWT, on completion of continuous association of one year from 

the date of joining TCSL. A nominal annual membership fee of ₹250/- will be recovered from you 

for the same. The Trust provides financial assistance by way of grants/ loans in accordance with 
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the rules framed by the Trust from time to time for medical and educational purposes and in case 

of death of members while in service.  

Professional Memberships 

You will be eligible for reimbursement of expense-s towards professional membership as per 

TCSL's policy.  

RETIRALS 

Provident Fund 

You will be a member of the Provident Fund as per the provisions of "The Employees Provident 

Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic salary 

every month as per the provisions of the said Act.  

Gratuity 

You will be entitled to gratuity as per the provisions of the Gratuity Act, 1972.  

TERMS AND CONDITIONS 

1. Relevant Experience 

As per the recommendation of our management review panel, out of your total experience, 

0.0 years are being considered to be relevant to the business of our organization.  

At the time of Induction, your experience from date of management review by TCSL (while 

in service with current employer) till the date of relieving from your current employment will 

be added to your total and relevant experience subject to signing of declaration to that 

effect followed by validation of relevance of your experience during Background Check 

process.  

2. Aggregate Percentage Requirements 

Your appointment will be subject to your scoring minimum aggregate (aggregate of all 

subjects in all semesters) marks of 60% or above (or equivalent CGPA as per the 

conversion formula prescribed by the Board / University) in the first attempt in each of your 

Standard Xth, Standard XIIth, Diploma (if applicable) and highest qualification (Graduation/ 

Post Graduation as applicable) which includes successful completion of your final 

semester/year without any pending arrears/backlogs. As per the TCSL eligibility criteria, 

marks/CGPA obtained during the normal duration of the course only will be considered to 

decide on the eligibility.  
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As communicated to you through various forums during the recruitment process, your 

appointment is subject to completion of your course within the stipulated time as specified by 

your University/Institute and as per TCSL selection guidelines.  

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 

work experience. The management reserves the right to withdraw/revoke the 

offer/appointment at any time at its sole discretion in case any discrepancy or false 

information is found in the details submitted by you.  

3. Disclaimer 

Candidates who have applied to TCSL and who have not been successful in clearing the TCSL 

selection process are not eligible to re-apply to TCSL within six months from the date on which 

the candidate had attended such selection Test and/or Interview. In case you are found to have 

re-applied to TCSL within six months of previous unsuccessful attempt, the management 

reserves the right to revoke/withdraw the offer/appointment, without prejudice to its other rights.  

4. Training Period 

You will be required to undergo class room and on the job training in the first twelve months 

(including the TCS Xperience Programme as set out herein below), during which period 

you will be appraised for satisfactory performance during/after which TCSL would normally 

confirm you. This confirmation will be communicated to you in writing.  

If your performance is found unsatisfactory during the training period, the company may 

afford you opportunities to assist you and enable you to improve your performance. If your 

performance is still found unsatisfactory, TCSL may terminate your traineeship forthwith.  

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 

time if your performance is not found satisfactory. The terms and conditions of the training 

will be governed by TCSL's training policy. TCSL reserves the right to modify or amend the 

training policy.  

If you remain unauthorizedly absent for a consecutive period of 10 days during the training 

programme, you shall be deemed to have abandoned your traineeship and your name will 

automatically stand discontinued from the list of TCS Xperience trainees without any further 

intimation/separate communication to you.  

5. Working Hours 

Your working hours are governed by applicable law. You may be required to work in shifts 

and/or over time depending upon the business exigencies as permitted by law.  
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6. Mobility TCSL reserves the right to transfer you at any of its offices, work sites, or 

associated or affiliated companies in India or outside India, on the terms and conditions as 

applicable to you at the time of transfer.  

7. Compensation Structure / Salary components 

The compensation structure/salary components are subject to change as per TCSL's 

compensation policy from time to time at its sole discretion.  

8. Increments and Promotions 

Your performance and contribution to TCSL will be an important consideration for salary 

increments and promotions. Salary increments and promotions will be based on TCSL's 

Compensation and Promotion policy.  

9. Alternative Occupation / Employment 

Either during the period of your traineeship or during the period of your employment as a 

confirmed employee of TCSL, you are not permitted to undertake any other employment, 

business, assume any public or private office, honorary or remunerative, without the prior 

written permission of TCSL.  

10. Confidentiality Agreement 

As part of your acceptance of this appointment as an employee with TCS you are required 

to maintain strict confidentiality of the intellectual property rights protected information and 

other business information of TCS and its clients which may be revealed to you by TCS or 

which may in the course of your engagement with TCS come your possession or knowledge 

unless specifically authorized to do so in writing by TCS. This Confidentiality Clause shall 

survive the termination or earlier determination of this Appointment. The detailed 

Confidentiality related terms and conditions are set out in Annexure 3.  

11. Work in SBWS mode 

TCS' Secure Borderless Workspaces(SBWS) is a transformative operating model framework 

that allows seamless deployment of virtual workspaces in a secure manner that enables 

flexible working options aligned to its business objectives. You may be required to work either 

from TCS offices/TCS Client offices or from home (remote working) as per the requirements 

of the project or group you are assigned to work with and as communicated to you by the 

Unit HR or your supervisor. You are required to abide by the Policy and / or Guidelines issued 

by TCS from time to time while operating within this framework. For more details, please 

refer the Policy / Guideline document on Remote Working.  
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It is essential that you understand the applicable Policy and / or the Guidelines of such flexible 

working and ensure adherence to TCS Security Policies/Protocols and Confidentiality 

obligations at all times.  

12. Overseas International Assignment Agreement 

If you are on international assignment, you will be covered by the TCS India Policy-

International Assignments (from India to other Countries) from the date of placement for an 

international assignment. Accordingly, you will be required to sign the Overseas International 

Assignment Agreement/s and any other applicable related documents pertaining to the 

international assignment for which you are being placed In case of every international 

assignment that exceeds 30 days, you will be required to serve TCSL as per the Notice 

Period clause mentioned below.  

This is to ensure that the knowledge and information gained by you during your assignment 

is shared and available to TCSL and its associates. This transfer of knowledge and 

information is essential for TCSL to continue to serve its clients and customers better. If you 

are deputed internationally for training, you will be required to sign an agreement to serve 

TCSL for a minimum period of 6 months on completion of training.  

13. Terms and Conditions 

The above terms and conditions are specific to India and there can be changes to the said 

terms and conditions in case of deputation on international assignments.  

14. TATA Code of Conduct 

You are required to sign the TATA Code of Conduct and follow the same in your day-to-day 

conduct as an associate of TCSL.  

15. Notice Period 

This contract of traineeship in TCS and subsequent employment post successful completion 

of your traineeship is terminable by you by giving 90 days notice in writing. It is clearly 

understood, agreed and made abundantly clear that you shall have to necessarily serve the 

period of notice of 90 days given by you under this clause. However, upon your serving the 

notice under this clause, TCSL may relieve you any time during the period of notice at its 

sole discretion in the interest of business.  

i. This contract of traineeship and subsequent employment post successful completion of 

your traineeship may be terminated by TCSL by giving you 90 days notice or payment in 

lieu thereof.  
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ii. Your failure to comply with this clause will entail monetary payment of damages to TCS 

as may be determined by TCS at its sole discretion having regard to the responsibilities 

shouldered by you while being in the employment of TCS and business continuity.  

16. Retirement 

You will retire from the services of TCSL on reaching your 60th birthday as per the proof of 

age submitted by you at the time of joining.  

17. Pre-employment Medical Certificate 

You are required to submit a Medical Certificate of Fitness (in the format prescribed by TCSL) 

which needs to be verified by a registered medical practitioner having a minimum qualification 

of MBBS to the Induction Coordinator.  

18. Employment of Non Indian Citizens 

In case, you are not a citizen of India, this offer is subject to your obtaining a work permit and 

/ or any other permissions and / or documentation as prescribed by the Government of India.  

19. Background Check 

Your association with TCSL will be subject to a background check in line with TCSL's 

background check policy. A specially appointed agency will conduct internal and external 

background checks. Normally, such checks are completed within one month of joining.If the 

background check reveals unfavourable results, you will be liable to disciplinary action 

including termination of traineeship/service without notice.  

20. Submission of Documents 

Please note that you should initiate and complete the upload of mandatory documents on the 

nextstep portal as soon as the offer letter is accepted (subject to availability of the 

documents)  

Please carry the below listed Original Documents for verification on your joining day.  

- Permanent Account Number (PAN) Card 

  You are required to submit a copy of your PAN card along with other joining   

forms,immediately on joining. As per Indian Income Tax rules, the PAN number is a   

mandatory requirement for processing salary. 

- Aadhaar Card 

- Standard X and XII/Diploma mark sheets & Certificate 

- Degree certificate/Provisional Degree Certificate and mark sheets for all semesters of  

Graduation 

- Degree certificate and mark sheets for all semesters of your Post Graduation (if you are a    

Postgraduate)  
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- Overseas Citizenship of India (applicable if you are not an Indian Nationality). For  

  Srilankan Refugee, a Refugee Identity card along with Work Permit is required 

-Birth Affidavit on Rs100 stamp paper, if Birth Certificate not in English 

- Any other affidavits on Rs100 stamp paper if applicable (name affidavit for multiplenames, 

signature affidavits,   address affidavits etc.) 

- Passport / Acknowledgement letter of passport application 

- Gap/Break in career affidavit on Rs100 stamp paper, if gap is more than 6 months- 4 

passport sized photographs 

- Medical Certificate (Should be made on the format provided by TCS along with the Joining 

letter) 

- An affidavit/notarized undertaking (Non-Criminal Affidavit, should be made on the 

formatprovided by TCSL) stating : 

 *There is no criminal offence registered/pending against you 

 *There is no disciplinary case pending against you in the university 

- If you were employed, a formal Relieving letter & Experience letter from your previous 

employerThe original documents will be returned to you after verification. 

In addition to the above original documents, Please carry photocopies of the below 

documents  

 *PAN Card (Permanent Account Number)  

 *Aadhaar Card (Not applicable for Nepal & Bhutan Citizenship) 

 *Passport 

 *NSR E-Card 

21. TCS Xperience Program 

On joining TCSL, you will be given the benefit of formal training (TCS Xperience Program) at 

our offices, as identified, for such period as TCSL may decide.  

The said training forms a critical part of your employment with TCSL and is an ongoing 

process. TCSL continues to make investment on training and continuing education of its 

professionals. This will be of immense value to you as a professional and a large part of the 

ownership and commitment has to come from you.  

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 

process and a formal evaluation will be carried out during the training. The evaluation criteria 

which will be very transparent will be used as a basis for allocating people to projects/roles. 

We would request that the training be taken very seriously to enable you to add maximum 

value to your professional and personal growth.  
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22. Letter of Appointment 

You will be issued a letter of appointment at the time of your joining and after completing 

joining formalities as per TCSL policy.  

23. Rules and Regulations of the Company 

Your appointment will be governed by the policies, rules, regulations, practices, processes 

and procedures of TCSL as applicable to you and the changes therein from time to time.The 

changes in the Policies will automatically be binding on you and no separate individual 

communication or notice will be served to this effect. However, the same shall be 

communicated on internal portal/Ultimatix.  

24. Compliance to all clauses 

You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to fulfill one 

or more of the terms and conditions and/or failure to clear one or more tests successfully would 

entitle TCSL to withdraw this offer letter anytime at its sole discretion.  

25. Data Privacy Clause: 

(a) Your personal data collected and developed during recruitment process will be processed 

in accordance with the TCS Data Privacy Policy. The personal data referred therein are 

details related to contact, family, education, personal identifiers issued by government, social 

profile, background references, previous employment and experience, medical history, 

skillset, proficiency and certifications, job profile and your career aspirations.  

(b) It will be processed for various organizational purposes such as Â recruitment, 

onboarding, background check, project assignment, performance management, job rotation, 

career development including at leadership level, diversity and inclusion initiatives, global 

mobility, wellness program, statutory and legal requirements and specific organizational 

initiatives in force during your tenure in TCS.  

(c) After you join TCS, there would be more sets of Personal Information (PI) attributes 

processed for various legitimate purposes. All of it will be processed with compliance to 

applicable laws and the TCS Data Privacy Policy. In some scenarios of your PI processing, 

you will be provided with appropriate notice and/or explicit consent might be obtained from 

time to time.  

(d) For the purposes mentioned above, your required PI may be shared with specific vendor 

organizations who provide services to TCS, e.g. Â background check, health insurance, 

counselling, travel, transport and visa, payroll services, associate engagement activities, and 

financial and taxation services.  
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(e) As TCS is a global company, your PI may be shared with entities outside India, limited for 

the purposes mentioned above and/or in this offer letter.  

(f) In case of oversees deputation, available privacy rights would be governed as per 

regulatory provisions and / or TCS policies/notice provided applicable at your overseas 

location.   
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Withdrawal of Offer 

If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not interested 

in this employment and this offer will be automatically withdrawn.  

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 

letter, the offer will stand automatically terminated at the discretion of TCSL.We look forward to 

having you in our global team  

Yours Sincerely,  

For TATA Consultancy Services Limited 

 

 

 

 

Girish V. Nandimath 

Global Head, Talent Acquisition & Academic Interface 

Encl: Annexure 1: Benefits and Gross Salary 

         Annexure 2: List of TCS Xperience Centres   

         Annexure 3: Confidentiality and IP Terms   

 

 

 

 

 

 

 

 

Click here  or use a QR code scanner from your mobile 

to validate the offer letter 
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 GROSS SALARY SHEET Annexure 1 

Name Hani  Kumari 

Designation Assistant (Asse) 

Institute 

Name 
College Of Commerce, Patna 

Table 1: Compensation Details (All Components in INR) 

Component Category Monthly Annual 

1) Fixed Compensation   
  

Bouquet Of Benefits #         4,999        59,984 

2) Performance Pay 
  

Monthly Performance Pay         1,400        16,800 

3) Annual Components/Retirals 
  

Health Insurance*** NA         4,000 

Provident Fund         1,117        13,404 

Gratuity           447         5,373 

ESI Contribution## NA         6,204 

Total of Annual Components & Retirals         1,565        22,777 

4) City Allowance           200         2,400 

TOTAL GROSS        17,472      2,19,862 
# Refer to Table 2 for TCSL defined Structure. In case, you wish not to restructure your BoB, TCSL 

defined Structure as given in Table 2 will be applicable. 

##Contribution towards Employees' State Insurance borne by TCS. 

*** For HIS - Note that Rs.4,000 if the employee is Single. If the employee is married or married with Children then 

Rs. 3,900/- per beneficiary needs to be added to the above mentioned amount. 

Table 2: TCSL defined structure for BoB (All Components in INR) 

Component Category Monthly Annual 

House Rent Allowance         3,723        44,676 

Leave Travel Assistance           776         9,308 

Food Card           500         6,000 

GROSS BOUQUET OF BENEFITS         4,999        59,984 
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Annexure 2 
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Annexure 3 

Confidentiality and IP Terms and Conditions  

1.  Confidential Information 

"Confidential Information" shall mean all Inventions and Know-how, information and material 

of TCS (including for avoidance of doubt any Confidential Information of its Clients) that 

comes into the possession or know of the Associate and shall include the following:  

(a) Any and all information processing programs, software, properties, items, information, 

data, material or any nature whatsoever or any parts thereof, additions thereto and 

materials related thereto, produced or created at any time by TCS or the Associate in the 

course of or in connection with or arising out of the Associate's association with TCS. 

Program/Software shall mean source code and/or machine instructions wherever 

resident and on whatever media and all related documentation and software,  

(b) All other information and material of TCS relating to design, method of construction, 

manufacture, operation, specifications, use and services of the TCS equipment and 

components, including, but not limited to, engineering and laboratory notebooks, reports, 

process data, test data, performance data, inventions, trade secrets, systems, software, 

object codes, source codes, copyrighted matters, methods, drawings, computations, 

calculations, computer programs, narrations, flow charts and all documentation therefore 

and all copies thereof (including for avoidance of doubt any such material belonging to 

the Clients of TCS).  

(c) Corporate strategies and other confidential and proprietary material and information, 

which could cause competitive harm to TCS if disclosed,  

(d) Customer and prospective customer lists, and  

(e) All other information and material, which may be created, developed, conceived, 

gathered or collected or obtained by the Associate in the course of or arising out of the 

association with TCS or while in or in connection with or for the purposes of his/her 

association with TCS or any of the operations and entrusted by TCS to the Associate.  

2.  Associate's Obligations 

Associate agrees to treat the Confidential Information as strictly confidential and a trade 

secret of TCS. Associate agrees not to use, or cause to be used, or disclose or divulge or 

part with either directly or indirectly the Confidential Information for the benefit of or to any 

third parties except for or on behalf of or as directed or authorized by TCS or to a person 

having a valid contract with or need under TCS, any Confidential Information. Upon 
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termination of employment, the Associate agrees to surrender to TCS all Confidential 

Information that he or she may then possess or have under his or her control.  

3.  Intellectual Property Rights 

Associate agrees and confirms that all intellectual property rights in the Confidential 

Information shall at all times vest in and remain with or belong to TCS and Associate shall 

have no right title or claim of any nature whatsoever in the Confidential Information. Associate 

shall promptly disclose to an authorized officer of TCS all inventions, ideas, innovations, 

discoveries, improvements, suggestions, or reports and enhancements made, created, 

developed, conceived or devised by him or her arising out of his or her engagement with 

TCS, including in the course of provision of services to the Clients of TCS and Associate 

hereby agrees and confirms that all such intellectual property rights shall at all times vest in 

and remain vested in TCS and agrees to transfer and assign to TCS any interests Associate 

may have in such intellectual property rights including any interest in and to any domestic or 

foreign patent rights, trademarks, trade names copyrights and trade secret rights therein and 

any renewals thereof. On request of TCS, Associate shall execute from time to time, during 

or after the termination of his or her employment, such further instruments, including without 

limitations, applications for letters of patent, trademarks, trade names and copyrights or 

assignments thereof, as may be deemed necessary or desirable by TCS to perfect the title 

of TCS in the intellectual property rights and to effectuate the provisions hereof. All expenses 

of filling or prosecuting any application for patents, trademarks, trade names, or copyrights 

shall be borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting 

any such applications. Associate hereby expressly waives any "artist's rights" or "moral 

rights", which Associate might otherwise have in such intellectual property rights.  

4.  Prior knowledge 

Associate acknowledges that prior to his or her appointment by TCS, he or she had no 

knowledge of the Confidential Information of TCS and that such Confidential Information is 

of a confidential and secret character and is vital to the continued success of TCS's 

business. Associate further acknowledges that he or she is associated with TCS in a 

capacity in which he or she will become acquainted with all or part of such Confidential 

Information. In order to safeguard the legitimate interests of TCS in such Confidential 

Information, it is necessary for TCS to protect such Confidential Information by holding it 

secret and confidential.  
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5.   Use of third party material 

Associate expressly agrees that it shall not in the course of his or her association with TCS 

and while working on the premises or facilities of TCS or its Clients or in connection with the 

development of any intellectual property rights or work for or on behalf of TCS, use any third 

party material or intellectual property rights except those intellectual property rights provided 

by TCS or expressly authorised by TCS or without having proper authorisation or license or 

approval of the respective owner of such intellectual property rights.  

6. Security policies and Guidelines. 

Associate agrees to abide by and be bound by any and all policies, documents, guidelines 

and processes including IP, Security and Confidentiality of TCS in force from time to time 

whether expressly endorsed or not.  

7. Working in SBWS Framework: 

Associate may be required to work in TCS offices or its Client premises or from home (remote 

working) as per the directions of supervisor and / or the provisions of the applicable policy.  

Associate understands that working in this hybrid environment may have higher 

confidentiality and information security risks. Associate acknowledges that when working 

remotely the Associate:  

(a) will work only in a private, secured work area in compliance with the guidelines issued 

and amended from time to time.  

(b) will comply with and work in a manner consistent with TCS Data Privacy and Security 

Policies/Protocols.  

(c) will bring to the notice of HR of the Unit to any circumstances that prevent Associate from 

working in a manner consistent with TCS data privacy and security policies/ protocols.  

(d) will inform the HR of the Unit if the Associate shares a home with any family member or 

an individual who is employed by a competitor of TCS or TCS client the Associate is 

assigned to, or if any other circumstances at home exist which implicates the TCS Code 

of Conduct Conflict of Interest provision.  

(e) will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure 

obligations.  
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(f) will be using the Company allotted laptop or similar authorized computing device (together 

called "official asset") only to connect to TCS network/customer network through 

authorized means (or the Customer provided laptop to access the customer network if 

so, mandated by the Customer).  

(g) will not allow anybody to share the official asset being used.  

8.  Restriction on Associate's Rights 

Associate agrees that he or she shall not make, have made, replicate, reproduce, use, sell, 

incorporate or otherwise exploit, for his or her own use or for any other purpose, any of the 

Confidential Information including intellectual properties of TCS that is or may be revealed to 

him or her by TCS or which may in the course of his or her employment with TCS come into 

his or her possession or knowledge unless specifically authorized to do so in writing by TCS.  

9.  No License 

TCS and Associate agree that no license under any patent or copyright now existing or 

hereafter obtained by TCS is granted, agreed to be granted, or implied by the terms of this 

Agreement, or by the disclosure to Associate of the Confidential Information.  

10.  Equitable Rights 

Associate acknowledges that any Confidential Information that comes into the possession 

and / or knowledge of Associate is of a unique, highly confidential and proprietary nature. It 

is further acknowledged by Associate that the disclosure, distribution, dissemination and / or 

release by Associate of the Confidential Information without the prior written consent of TCS 

or any breach of this Agreement by Associate will cause TCS to suffer severe, immediate 

and irreparable damage and that upon any such breach or any threat thereof, TCS shall 

without prejudice to any other remedies available to it, be entitled to appropriate equitable 

relief including the relief of specific performance and injunctive relief, in addition to whatever 

remedies it might have at law.  

11.  General 

(a) The provisions hereof shall be interpreted, determined and enforced in accordance with 

the laws of India.  

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 

herein contained or may claim or liability of any party including that of surety, the same shall 

be referred to a person to be nominated by TCS, whose decision shall be final and binding 

upon the parties hereto. Subject to the above, the arbitration shall be governed by the 

Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 

Associate confirms that the fact that the arbitrator shall be a nominee of TCS shall not be a 

ground for objecting to such arbitration or challenging the decision of the arbitrator. The 
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venue of arbitration shall be Mumbai. Subject to the above arbitration clause, the Parties 

agreed to the binding jurisdiction of the Courts at Mumbai under the laws of India.  

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing law, 

it shall be deemed null and void without annulling or rendering invalid the remainder of the 

Agreement and if the invalid portion is such that the remainder cannot be sustained without 

it, the Parties herein shall find a suitable replacement to the invalid portion that shall be legally 

valid.  

(d) This Confidentiality clause along with other documents executed by Associate or 

referenced in any such documents constitutes the entire understanding between the parties 

and supersedes all prior agreements and understandings pertaining to the subject matter 

thereof. No delay of omission of either Party in exercising or enforcing any of their rights or 

remedies hereunder shall constitute a waiver thereof.  

(e) This Confidentiality clause may not be amended except in writing signed by authorized 

representatives of both parties.  

(f) The obligations of Associate in terms of this Confidentiality clause shall continue during 

the term of or in the course of the employment of the Associate with TCS and shall continue 

thereafter in perpetuity.  
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Offer: Shared Services 
Ref: TCSL/DT20234407995/Kolkata  
Date: 02/11/2023 
 
Ms. Hani  Kumari 

1Machharhatta Gali, 

Patna City, Patna-

800008, Bihar. 

Tel# -7870665488 

Dear Hani  Kumari, 
 
Sub: Letter of Offer 

Thank you for exploring career opportunities with TATA Consultancy Services Limited (TCSL). You 

have successfully completed our initial selection process and we are pleased to make you an offer 

of employment.  

This offer is based on your profile and performance in the selection process. You have been selected for 

the position of Assistant (Asse) in Grade S5.  

Your gross salary including all benefits will be ₹2,19,862/- per annum, as per the terms and 

conditions set out herein. Annexure 1 provides break-up of the compensation package.  

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 

accepted within 7 Days, it will be construed that you are not interested in this employment and this 

offer will be automatically withdrawn.  

After you accept this offer you will be given a joining letter indicating the details of your joining date 

and initial place of posting. The Joining letter will be issued to you only upon successful completion 

of your academic course, you meeting the TCS eligibility criteria. You will also be issued a letter 

of appointment at the time of your joining after completing joining formalities as per company 

policy.Your offer is subject to a positive background check.  
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COMPENSATION AND BENEFITS 

Basic Salary 

You will be eligible for a basic salary of ₹9,308/- per month.  

BOUQUET OF BENEFITS (BoB) 

Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 

defined framework, twice in a financial year. All the components will be disbursed on a monthly 

basis.  

The components under Bouquet of Benefits are listed below. The amounts given here for each of 

the components below are as per pre-defined structure. However you may want to re-distribute the 

BoB amount between the components as per your tax plan, once you join TCSL. To design your 

Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 

"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 

will be deducting tax at source as per income tax guidelines.  

House Rent Allowance (HRA) 

Your HRA will be ₹3,723/- per month. While restructuring your BoB amount to various components, it is 

mandatory that at least 5% of monthly basic pay be allocated towards HRA 

Leave Travel Allowance 

You will be eligible for annual Leave Travel Allowance which is equivalent to one month's basic 

salary or a pro-rata amount in case you join during the financial year. This will be disbursed on a 

monthly basis along with the monthly salary. To avail income tax benefits, you need to apply for a 

minimum of three days of leave and submit supporting travel documents.  

Food Card 

You will be eligible for a Food Card. It can be used to purchase food items at all domestic VISA 

enabled restaurants and fast food restaurants including TCS cafeterias.As per the Pre-Defined 

structure you will be eligible for a Food Card with an amount of ₹500/- being credited to this card 

per month. However you may want to re-distribute the BoB amount between the components as 

per your tax plan, once you join TCSL.  
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PERFORMANCE PAY 

Monthly Performance Pay 

You will receive a monthly performance pay of ₹1,400/-. The same will be reviewed on completion 

of your first Anniversary with the company and will undergo a change basis your own ongoing 

individual performance.  

CITY ALLOWANCE 

You will be eligible for a City Allowance of ₹200/- per month. This allowance is fully taxable, is 

specific to India and linked to your base branch. It is subject to review and will be discontinued 

while on international assignments.   



 

TCS Confidential 4 

TCSL/DT20234407995 

OTHER BENEFITS 

Health Insurance Scheme 

TCSL brings the benefit of health insurance cover to you and your dependants under the company's 

Health Insurance Scheme(HIS).  

HIS offers the following benefits:  

1. Basic Cover 

i. Entitlement - Includes domiciliary expenses up to ₹6,000/- per insured person per annum 

and basic hospitalization expenses up to ₹2,00,000/- per insured person per annum.  

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 

provided these members are explicitly enrolled by you under the scheme. Additionally, if you 

wish to cover dependent parents/parents-in-law or remaining children, the applicable premium 

per insured person is to be borne by you.  

2. Higher Hospitalisation 

Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your enrolled 

dependents will be automatically covered under Higher Hospitalisation benefits.  

i. Entitlement - You and your enrolled dependants will be entitled for ₹12, 00,000/- as a family 

floater coverage towards hospitalisation expenses, over and above the individual basic 

coverage.  

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 

salary and the differential premium will be borne by TCSL.  

Maternity Leave 

Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 

commissioning mother,may avail maternity leave for twelve weeks. For more details on the 

benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave.  

Loans 

You will be eligible for loans, as per TCSL's loan policy.  

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT) 

You will become a member of the TWT, on completion of continuous association of one year from 

the date of joining TCSL. A nominal annual membership fee of ₹250/- will be recovered from you 

for the same. The Trust provides financial assistance by way of grants/ loans in accordance with 
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the rules framed by the Trust from time to time for medical and educational purposes and in case 

of death of members while in service.  

Professional Memberships 

You will be eligible for reimbursement of expense-s towards professional membership as per 

TCSL's policy.  

RETIRALS 

Provident Fund 

You will be a member of the Provident Fund as per the provisions of "The Employees Provident 

Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic salary 

every month as per the provisions of the said Act.  

Gratuity 

You will be entitled to gratuity as per the provisions of the Gratuity Act, 1972.  

TERMS AND CONDITIONS 

1. Relevant Experience 

As per the recommendation of our management review panel, out of your total experience, 

0.0 years are being considered to be relevant to the business of our organization.  

At the time of Induction, your experience from date of management review by TCSL (while 

in service with current employer) till the date of relieving from your current employment will 

be added to your total and relevant experience subject to signing of declaration to that 

effect followed by validation of relevance of your experience during Background Check 

process.  

2. Aggregate Percentage Requirements 

Your appointment will be subject to your scoring minimum aggregate (aggregate of all 

subjects in all semesters) marks of 60% or above (or equivalent CGPA as per the 

conversion formula prescribed by the Board / University) in the first attempt in each of your 

Standard Xth, Standard XIIth, Diploma (if applicable) and highest qualification (Graduation/ 

Post Graduation as applicable) which includes successful completion of your final 

semester/year without any pending arrears/backlogs. As per the TCSL eligibility criteria, 

marks/CGPA obtained during the normal duration of the course only will be considered to 

decide on the eligibility.  
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As communicated to you through various forums during the recruitment process, your 

appointment is subject to completion of your course within the stipulated time as specified by 

your University/Institute and as per TCSL selection guidelines.  

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 

work experience. The management reserves the right to withdraw/revoke the 

offer/appointment at any time at its sole discretion in case any discrepancy or false 

information is found in the details submitted by you.  

3. Disclaimer 

Candidates who have applied to TCSL and who have not been successful in clearing the TCSL 

selection process are not eligible to re-apply to TCSL within six months from the date on which 

the candidate had attended such selection Test and/or Interview. In case you are found to have 

re-applied to TCSL within six months of previous unsuccessful attempt, the management 

reserves the right to revoke/withdraw the offer/appointment, without prejudice to its other rights.  

4. Training Period 

You will be required to undergo class room and on the job training in the first twelve months 

(including the TCS Xperience Programme as set out herein below), during which period 

you will be appraised for satisfactory performance during/after which TCSL would normally 

confirm you. This confirmation will be communicated to you in writing.  

If your performance is found unsatisfactory during the training period, the company may 

afford you opportunities to assist you and enable you to improve your performance. If your 

performance is still found unsatisfactory, TCSL may terminate your traineeship forthwith.  

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 

time if your performance is not found satisfactory. The terms and conditions of the training 

will be governed by TCSL's training policy. TCSL reserves the right to modify or amend the 

training policy.  

If you remain unauthorizedly absent for a consecutive period of 10 days during the training 

programme, you shall be deemed to have abandoned your traineeship and your name will 

automatically stand discontinued from the list of TCS Xperience trainees without any further 

intimation/separate communication to you.  

5. Working Hours 

Your working hours are governed by applicable law. You may be required to work in shifts 

and/or over time depending upon the business exigencies as permitted by law.  
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6. Mobility TCSL reserves the right to transfer you at any of its offices, work sites, or 

associated or affiliated companies in India or outside India, on the terms and conditions as 

applicable to you at the time of transfer.  

7. Compensation Structure / Salary components 

The compensation structure/salary components are subject to change as per TCSL's 

compensation policy from time to time at its sole discretion.  

8. Increments and Promotions 

Your performance and contribution to TCSL will be an important consideration for salary 

increments and promotions. Salary increments and promotions will be based on TCSL's 

Compensation and Promotion policy.  

9. Alternative Occupation / Employment 

Either during the period of your traineeship or during the period of your employment as a 

confirmed employee of TCSL, you are not permitted to undertake any other employment, 

business, assume any public or private office, honorary or remunerative, without the prior 

written permission of TCSL.  

10. Confidentiality Agreement 

As part of your acceptance of this appointment as an employee with TCS you are required 

to maintain strict confidentiality of the intellectual property rights protected information and 

other business information of TCS and its clients which may be revealed to you by TCS or 

which may in the course of your engagement with TCS come your possession or knowledge 

unless specifically authorized to do so in writing by TCS. This Confidentiality Clause shall 

survive the termination or earlier determination of this Appointment. The detailed 

Confidentiality related terms and conditions are set out in Annexure 3.  

11. Work in SBWS mode 

TCS' Secure Borderless Workspaces(SBWS) is a transformative operating model framework 

that allows seamless deployment of virtual workspaces in a secure manner that enables 

flexible working options aligned to its business objectives. You may be required to work either 

from TCS offices/TCS Client offices or from home (remote working) as per the requirements 

of the project or group you are assigned to work with and as communicated to you by the 

Unit HR or your supervisor. You are required to abide by the Policy and / or Guidelines issued 

by TCS from time to time while operating within this framework. For more details, please 

refer the Policy / Guideline document on Remote Working.  
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It is essential that you understand the applicable Policy and / or the Guidelines of such flexible 

working and ensure adherence to TCS Security Policies/Protocols and Confidentiality 

obligations at all times.  

12. Overseas International Assignment Agreement 

If you are on international assignment, you will be covered by the TCS India Policy-

International Assignments (from India to other Countries) from the date of placement for an 

international assignment. Accordingly, you will be required to sign the Overseas International 

Assignment Agreement/s and any other applicable related documents pertaining to the 

international assignment for which you are being placed In case of every international 

assignment that exceeds 30 days, you will be required to serve TCSL as per the Notice 

Period clause mentioned below.  

This is to ensure that the knowledge and information gained by you during your assignment 

is shared and available to TCSL and its associates. This transfer of knowledge and 

information is essential for TCSL to continue to serve its clients and customers better. If you 

are deputed internationally for training, you will be required to sign an agreement to serve 

TCSL for a minimum period of 6 months on completion of training.  

13. Terms and Conditions 

The above terms and conditions are specific to India and there can be changes to the said 

terms and conditions in case of deputation on international assignments.  

14. TATA Code of Conduct 

You are required to sign the TATA Code of Conduct and follow the same in your day-to-day 

conduct as an associate of TCSL.  

15. Notice Period 

This contract of traineeship in TCS and subsequent employment post successful completion 

of your traineeship is terminable by you by giving 90 days notice in writing. It is clearly 

understood, agreed and made abundantly clear that you shall have to necessarily serve the 

period of notice of 90 days given by you under this clause. However, upon your serving the 

notice under this clause, TCSL may relieve you any time during the period of notice at its 

sole discretion in the interest of business.  

i. This contract of traineeship and subsequent employment post successful completion of 

your traineeship may be terminated by TCSL by giving you 90 days notice or payment in 

lieu thereof.  
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ii. Your failure to comply with this clause will entail monetary payment of damages to TCS 

as may be determined by TCS at its sole discretion having regard to the responsibilities 

shouldered by you while being in the employment of TCS and business continuity.  

16. Retirement 

You will retire from the services of TCSL on reaching your 60th birthday as per the proof of 

age submitted by you at the time of joining.  

17. Pre-employment Medical Certificate 

You are required to submit a Medical Certificate of Fitness (in the format prescribed by TCSL) 

which needs to be verified by a registered medical practitioner having a minimum qualification 

of MBBS to the Induction Coordinator.  

18. Employment of Non Indian Citizens 

In case, you are not a citizen of India, this offer is subject to your obtaining a work permit and 

/ or any other permissions and / or documentation as prescribed by the Government of India.  

19. Background Check 

Your association with TCSL will be subject to a background check in line with TCSL's 

background check policy. A specially appointed agency will conduct internal and external 

background checks. Normally, such checks are completed within one month of joining.If the 

background check reveals unfavourable results, you will be liable to disciplinary action 

including termination of traineeship/service without notice.  

20. Submission of Documents 

Please note that you should initiate and complete the upload of mandatory documents on the 

nextstep portal as soon as the offer letter is accepted (subject to availability of the 

documents)  

Please carry the below listed Original Documents for verification on your joining day.  

- Permanent Account Number (PAN) Card 

  You are required to submit a copy of your PAN card along with other joining   

forms,immediately on joining. As per Indian Income Tax rules, the PAN number is a   

mandatory requirement for processing salary. 

- Aadhaar Card 

- Standard X and XII/Diploma mark sheets & Certificate 

- Degree certificate/Provisional Degree Certificate and mark sheets for all semesters of  

Graduation 

- Degree certificate and mark sheets for all semesters of your Post Graduation (if you are a    

Postgraduate)  

 



 

TCS Confidential 10 

TCSL/DT20234407995 

- Overseas Citizenship of India (applicable if you are not an Indian Nationality). For  

  Srilankan Refugee, a Refugee Identity card along with Work Permit is required 

-Birth Affidavit on Rs100 stamp paper, if Birth Certificate not in English 

- Any other affidavits on Rs100 stamp paper if applicable (name affidavit for multiplenames, 

signature affidavits,   address affidavits etc.) 

- Passport / Acknowledgement letter of passport application 

- Gap/Break in career affidavit on Rs100 stamp paper, if gap is more than 6 months- 4 

passport sized photographs 

- Medical Certificate (Should be made on the format provided by TCS along with the Joining 

letter) 

- An affidavit/notarized undertaking (Non-Criminal Affidavit, should be made on the 

formatprovided by TCSL) stating : 

 *There is no criminal offence registered/pending against you 

 *There is no disciplinary case pending against you in the university 

- If you were employed, a formal Relieving letter & Experience letter from your previous 

employerThe original documents will be returned to you after verification. 

In addition to the above original documents, Please carry photocopies of the below 

documents  

 *PAN Card (Permanent Account Number)  

 *Aadhaar Card (Not applicable for Nepal & Bhutan Citizenship) 

 *Passport 

 *NSR E-Card 

21. TCS Xperience Program 

On joining TCSL, you will be given the benefit of formal training (TCS Xperience Program) at 

our offices, as identified, for such period as TCSL may decide.  

The said training forms a critical part of your employment with TCSL and is an ongoing 

process. TCSL continues to make investment on training and continuing education of its 

professionals. This will be of immense value to you as a professional and a large part of the 

ownership and commitment has to come from you.  

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 

process and a formal evaluation will be carried out during the training. The evaluation criteria 

which will be very transparent will be used as a basis for allocating people to projects/roles. 

We would request that the training be taken very seriously to enable you to add maximum 

value to your professional and personal growth.  
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22. Letter of Appointment 

You will be issued a letter of appointment at the time of your joining and after completing 

joining formalities as per TCSL policy.  

23. Rules and Regulations of the Company 

Your appointment will be governed by the policies, rules, regulations, practices, processes 

and procedures of TCSL as applicable to you and the changes therein from time to time.The 

changes in the Policies will automatically be binding on you and no separate individual 

communication or notice will be served to this effect. However, the same shall be 

communicated on internal portal/Ultimatix.  

24. Compliance to all clauses 

You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to fulfill one 

or more of the terms and conditions and/or failure to clear one or more tests successfully would 

entitle TCSL to withdraw this offer letter anytime at its sole discretion.  

25. Data Privacy Clause: 

(a) Your personal data collected and developed during recruitment process will be processed 

in accordance with the TCS Data Privacy Policy. The personal data referred therein are 

details related to contact, family, education, personal identifiers issued by government, social 

profile, background references, previous employment and experience, medical history, 

skillset, proficiency and certifications, job profile and your career aspirations.  

(b) It will be processed for various organizational purposes such as Â recruitment, 

onboarding, background check, project assignment, performance management, job rotation, 

career development including at leadership level, diversity and inclusion initiatives, global 

mobility, wellness program, statutory and legal requirements and specific organizational 

initiatives in force during your tenure in TCS.  

(c) After you join TCS, there would be more sets of Personal Information (PI) attributes 

processed for various legitimate purposes. All of it will be processed with compliance to 

applicable laws and the TCS Data Privacy Policy. In some scenarios of your PI processing, 

you will be provided with appropriate notice and/or explicit consent might be obtained from 

time to time.  

(d) For the purposes mentioned above, your required PI may be shared with specific vendor 

organizations who provide services to TCS, e.g. Â background check, health insurance, 

counselling, travel, transport and visa, payroll services, associate engagement activities, and 

financial and taxation services.  
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(e) As TCS is a global company, your PI may be shared with entities outside India, limited for 

the purposes mentioned above and/or in this offer letter.  

(f) In case of oversees deputation, available privacy rights would be governed as per 

regulatory provisions and / or TCS policies/notice provided applicable at your overseas 

location.   
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Withdrawal of Offer 

If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not interested 

in this employment and this offer will be automatically withdrawn.  

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 

letter, the offer will stand automatically terminated at the discretion of TCSL.We look forward to 

having you in our global team  

Yours Sincerely,  

For TATA Consultancy Services Limited 

 

 

 

 

Girish V. Nandimath 

Global Head, Talent Acquisition & Academic Interface 

Encl: Annexure 1: Benefits and Gross Salary 

         Annexure 2: List of TCS Xperience Centres   

         Annexure 3: Confidentiality and IP Terms   
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to validate the offer letter 
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 GROSS SALARY SHEET Annexure 1 

Name Hani  Kumari 

Designation Assistant (Asse) 

Institute 

Name 
College Of Commerce, Patna 

Table 1: Compensation Details (All Components in INR) 

Component Category Monthly Annual 

1) Fixed Compensation   
  

Bouquet Of Benefits #         4,999        59,984 

2) Performance Pay 
  

Monthly Performance Pay         1,400        16,800 

3) Annual Components/Retirals 
  

Health Insurance*** NA         4,000 

Provident Fund         1,117        13,404 

Gratuity           447         5,373 

ESI Contribution## NA         6,204 

Total of Annual Components & Retirals         1,565        22,777 

4) City Allowance           200         2,400 

TOTAL GROSS        17,472      2,19,862 
# Refer to Table 2 for TCSL defined Structure. In case, you wish not to restructure your BoB, TCSL 

defined Structure as given in Table 2 will be applicable. 

##Contribution towards Employees' State Insurance borne by TCS. 

*** For HIS - Note that Rs.4,000 if the employee is Single. If the employee is married or married with Children then 

Rs. 3,900/- per beneficiary needs to be added to the above mentioned amount. 

Table 2: TCSL defined structure for BoB (All Components in INR) 

Component Category Monthly Annual 

House Rent Allowance         3,723        44,676 

Leave Travel Assistance           776         9,308 

Food Card           500         6,000 

GROSS BOUQUET OF BENEFITS         4,999        59,984 
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Annexure 2 
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Annexure 3 

Confidentiality and IP Terms and Conditions  

1.  Confidential Information 

"Confidential Information" shall mean all Inventions and Know-how, information and material 

of TCS (including for avoidance of doubt any Confidential Information of its Clients) that 

comes into the possession or know of the Associate and shall include the following:  

(a) Any and all information processing programs, software, properties, items, information, 

data, material or any nature whatsoever or any parts thereof, additions thereto and 

materials related thereto, produced or created at any time by TCS or the Associate in the 

course of or in connection with or arising out of the Associate's association with TCS. 

Program/Software shall mean source code and/or machine instructions wherever 

resident and on whatever media and all related documentation and software,  

(b) All other information and material of TCS relating to design, method of construction, 

manufacture, operation, specifications, use and services of the TCS equipment and 

components, including, but not limited to, engineering and laboratory notebooks, reports, 

process data, test data, performance data, inventions, trade secrets, systems, software, 

object codes, source codes, copyrighted matters, methods, drawings, computations, 

calculations, computer programs, narrations, flow charts and all documentation therefore 

and all copies thereof (including for avoidance of doubt any such material belonging to 

the Clients of TCS).  

(c) Corporate strategies and other confidential and proprietary material and information, 

which could cause competitive harm to TCS if disclosed,  

(d) Customer and prospective customer lists, and  

(e) All other information and material, which may be created, developed, conceived, 

gathered or collected or obtained by the Associate in the course of or arising out of the 

association with TCS or while in or in connection with or for the purposes of his/her 

association with TCS or any of the operations and entrusted by TCS to the Associate.  

2.  Associate's Obligations 

Associate agrees to treat the Confidential Information as strictly confidential and a trade 

secret of TCS. Associate agrees not to use, or cause to be used, or disclose or divulge or 

part with either directly or indirectly the Confidential Information for the benefit of or to any 

third parties except for or on behalf of or as directed or authorized by TCS or to a person 

having a valid contract with or need under TCS, any Confidential Information. Upon 
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termination of employment, the Associate agrees to surrender to TCS all Confidential 

Information that he or she may then possess or have under his or her control.  

3.  Intellectual Property Rights 

Associate agrees and confirms that all intellectual property rights in the Confidential 

Information shall at all times vest in and remain with or belong to TCS and Associate shall 

have no right title or claim of any nature whatsoever in the Confidential Information. Associate 

shall promptly disclose to an authorized officer of TCS all inventions, ideas, innovations, 

discoveries, improvements, suggestions, or reports and enhancements made, created, 

developed, conceived or devised by him or her arising out of his or her engagement with 

TCS, including in the course of provision of services to the Clients of TCS and Associate 

hereby agrees and confirms that all such intellectual property rights shall at all times vest in 

and remain vested in TCS and agrees to transfer and assign to TCS any interests Associate 

may have in such intellectual property rights including any interest in and to any domestic or 

foreign patent rights, trademarks, trade names copyrights and trade secret rights therein and 

any renewals thereof. On request of TCS, Associate shall execute from time to time, during 

or after the termination of his or her employment, such further instruments, including without 

limitations, applications for letters of patent, trademarks, trade names and copyrights or 

assignments thereof, as may be deemed necessary or desirable by TCS to perfect the title 

of TCS in the intellectual property rights and to effectuate the provisions hereof. All expenses 

of filling or prosecuting any application for patents, trademarks, trade names, or copyrights 

shall be borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting 

any such applications. Associate hereby expressly waives any "artist's rights" or "moral 

rights", which Associate might otherwise have in such intellectual property rights.  

4.  Prior knowledge 

Associate acknowledges that prior to his or her appointment by TCS, he or she had no 

knowledge of the Confidential Information of TCS and that such Confidential Information is 

of a confidential and secret character and is vital to the continued success of TCS's 

business. Associate further acknowledges that he or she is associated with TCS in a 

capacity in which he or she will become acquainted with all or part of such Confidential 

Information. In order to safeguard the legitimate interests of TCS in such Confidential 

Information, it is necessary for TCS to protect such Confidential Information by holding it 

secret and confidential.  
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5.   Use of third party material 

Associate expressly agrees that it shall not in the course of his or her association with TCS 

and while working on the premises or facilities of TCS or its Clients or in connection with the 

development of any intellectual property rights or work for or on behalf of TCS, use any third 

party material or intellectual property rights except those intellectual property rights provided 

by TCS or expressly authorised by TCS or without having proper authorisation or license or 

approval of the respective owner of such intellectual property rights.  

6. Security policies and Guidelines. 

Associate agrees to abide by and be bound by any and all policies, documents, guidelines 

and processes including IP, Security and Confidentiality of TCS in force from time to time 

whether expressly endorsed or not.  

7. Working in SBWS Framework: 

Associate may be required to work in TCS offices or its Client premises or from home (remote 

working) as per the directions of supervisor and / or the provisions of the applicable policy.  

Associate understands that working in this hybrid environment may have higher 

confidentiality and information security risks. Associate acknowledges that when working 

remotely the Associate:  

(a) will work only in a private, secured work area in compliance with the guidelines issued 

and amended from time to time.  

(b) will comply with and work in a manner consistent with TCS Data Privacy and Security 

Policies/Protocols.  

(c) will bring to the notice of HR of the Unit to any circumstances that prevent Associate from 

working in a manner consistent with TCS data privacy and security policies/ protocols.  

(d) will inform the HR of the Unit if the Associate shares a home with any family member or 

an individual who is employed by a competitor of TCS or TCS client the Associate is 

assigned to, or if any other circumstances at home exist which implicates the TCS Code 

of Conduct Conflict of Interest provision.  

(e) will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure 

obligations.  
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(f) will be using the Company allotted laptop or similar authorized computing device (together 

called "official asset") only to connect to TCS network/customer network through 

authorized means (or the Customer provided laptop to access the customer network if 

so, mandated by the Customer).  

(g) will not allow anybody to share the official asset being used.  

8.  Restriction on Associate's Rights 

Associate agrees that he or she shall not make, have made, replicate, reproduce, use, sell, 

incorporate or otherwise exploit, for his or her own use or for any other purpose, any of the 

Confidential Information including intellectual properties of TCS that is or may be revealed to 

him or her by TCS or which may in the course of his or her employment with TCS come into 

his or her possession or knowledge unless specifically authorized to do so in writing by TCS.  

9.  No License 

TCS and Associate agree that no license under any patent or copyright now existing or 

hereafter obtained by TCS is granted, agreed to be granted, or implied by the terms of this 

Agreement, or by the disclosure to Associate of the Confidential Information.  

10.  Equitable Rights 

Associate acknowledges that any Confidential Information that comes into the possession 

and / or knowledge of Associate is of a unique, highly confidential and proprietary nature. It 

is further acknowledged by Associate that the disclosure, distribution, dissemination and / or 

release by Associate of the Confidential Information without the prior written consent of TCS 

or any breach of this Agreement by Associate will cause TCS to suffer severe, immediate 

and irreparable damage and that upon any such breach or any threat thereof, TCS shall 

without prejudice to any other remedies available to it, be entitled to appropriate equitable 

relief including the relief of specific performance and injunctive relief, in addition to whatever 

remedies it might have at law.  

11.  General 

(a) The provisions hereof shall be interpreted, determined and enforced in accordance with 

the laws of India.  

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 

herein contained or may claim or liability of any party including that of surety, the same shall 

be referred to a person to be nominated by TCS, whose decision shall be final and binding 

upon the parties hereto. Subject to the above, the arbitration shall be governed by the 

Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 

Associate confirms that the fact that the arbitrator shall be a nominee of TCS shall not be a 

ground for objecting to such arbitration or challenging the decision of the arbitrator. The 
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venue of arbitration shall be Mumbai. Subject to the above arbitration clause, the Parties 

agreed to the binding jurisdiction of the Courts at Mumbai under the laws of India.  

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing law, 

it shall be deemed null and void without annulling or rendering invalid the remainder of the 

Agreement and if the invalid portion is such that the remainder cannot be sustained without 

it, the Parties herein shall find a suitable replacement to the invalid portion that shall be legally 

valid.  

(d) This Confidentiality clause along with other documents executed by Associate or 

referenced in any such documents constitutes the entire understanding between the parties 

and supersedes all prior agreements and understandings pertaining to the subject matter 

thereof. No delay of omission of either Party in exercising or enforcing any of their rights or 

remedies hereunder shall constitute a waiver thereof.  

(e) This Confidentiality clause may not be amended except in writing signed by authorized 

representatives of both parties.  

(f) The obligations of Associate in terms of this Confidentiality clause shall continue during 

the term of or in the course of the employment of the Associate with TCS and shall continue 

thereafter in perpetuity.  
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Offer: Shared Services Group  
Ref: TCSL/DT20234715170/Kolkata  
Date: 30/10/2023 
 

Ms. Harshita  Kumari 

House No.- 12 , Prakash GharAdarsh Vihar , Road No.- 02 , Ramkrishna Nagar, 

Near Indane Gas 

Godown, Patna-800027, 

Bihar. 

Tel# - 

Dear Harshita  Kumari,  

Sub: Letter of Offer 

Thank you for exploring career opportunities with TATA Consultancy Services Limited (TCSL). You 

have successfully completed our initial selection process and we are pleased to make you an offer 

of employment.  

This offer is based on your profile and performance in the selection process. You have been selected for 

the position of Assistant (Asse) in Grade S5.  

Your gross salary including all benefits will be ₹2,19,862/- per annum, as per the terms and 

conditions set out herein. Annexure 1 provides break-up of the compensation package.  

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 

accepted within 7 Days, it will be construed that you are not interested in this employment and this 

offer will be automatically withdrawn.  

After you accept this offer you will be given a joining letter indicating the details of your joining date 

and initial place of posting. The Joining letter will be issued to you only upon successful completion 

of your academic course, you meeting the TCS eligibility criteria. You will also be issued a letter of 

appointment at the time of your joining after completing joining formalities as per company 

policy.Your offer is subject to a positive background check.  
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COMPENSATION AND BENEFITS 

Basic Salary 

You will be eligible for a basic salary of ₹9,308/- per month.  

BOUQUET OF BENEFITS (BoB) 

Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 

defined framework, twice in a financial year. All the components will be disbursed on a monthly 

basis.  

The components under Bouquet of Benefits are listed below. The amounts given here for each of 

the components below are as per pre-defined structure. However you may want to re-distribute the 

BoB amount between the components as per your tax plan, once you join TCSL. To design your 

Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 

"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 

will be deducting tax at source as per income tax guidelines.  

House Rent Allowance (HRA) 

Your HRA will be ₹3,723/- per month. While restructuring your BoB amount to various components, it is 

mandatory that at least 5% of monthly basic pay be allocated towards HRA 

Leave Travel Allowance 

You will be eligible for annual Leave Travel Allowance which is equivalent to one month's basic 

salary or a pro-rata amount in case you join during the financial year. This will be disbursed on a 

monthly basis along with the monthly salary. To avail income tax benefits, you need to apply for a 

minimum of three days of leave and submit supporting travel documents.  

Food Card 

You will be eligible for a Food Card. It can be used to purchase food items at all domestic VISA 

enabled restaurants and fast food restaurants including TCS cafeterias.As per the Pre-Defined 

structure you will be eligible for a Food Card with an amount of ₹500/- being credited to this card 

per month. However you may want to re-distribute the BoB amount between the components as 

per your tax plan, once you join TCSL.  
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PERFORMANCE PAY 

Monthly Performance Pay 

You will receive a monthly performance pay of ₹1,400/-. The same will be reviewed on completion 

of your first Anniversary with the company and will undergo a change basis your own ongoing 

individual performance.  

CITY ALLOWANCE 

You will be eligible for a City Allowance of ₹200/- per month. This allowance is fully taxable, is 

specific to India and linked to your base branch. It is subject to review and will be discontinued 

while on international assignments.   
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OTHER BENEFITS 

Health Insurance Scheme 

TCSL brings the benefit of health insurance cover to you and your dependants under the company's 

Health Insurance Scheme(HIS).  

HIS offers the following benefits:  

1. Basic Cover 

i. Entitlement - Includes domiciliary expenses up to ₹6,000/- per insured person per annum 

and basic hospitalization expenses up to ₹2,00,000/- per insured person per annum.  

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 

provided these members are explicitly enrolled by you under the scheme. Additionally, if you 

wish to cover dependent parents/parents-in-law or remaining children, the applicable premium 

per insured person is to be borne by you.  

2. Higher Hospitalisation 

Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your enrolled 

dependents will be automatically covered under Higher Hospitalisation benefits.  

i. Entitlement - You and your enrolled dependants will be entitled for ₹12, 00,000/- as a family 

floater coverage towards hospitalisation expenses, over and above the individual basic 

coverage.  

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 

salary and the differential premium will be borne by TCSL.  

Maternity Leave 

Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 

commissioning mother,may avail maternity leave for twelve weeks. For more details on the 

benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave.  

Loans 

You will be eligible for loans, as per TCSL's loan policy.  
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Tata Sons and Consultancy Services Employees' Welfare Trust (TWT) 

You will become a member of the TWT, on completion of continuous association of one year from 

the date of joining TCSL. A nominal annual membership fee of ₹250/- will be recovered from you 

for the same. The Trust provides financial assistance by way of grants/ loans in accordance with 

the rules framed by the Trust from time to time for medical and educational purposes and in case 

of death of members while in service.  

Professional Memberships 

You will be eligible for reimbursement of expense-s towards professional membership as per TCSL's 

policy.  

RETIRALS 

Provident Fund 

You will be a member of the Provident Fund as per the provisions of "The Employees Provident 

Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic salary 

every month as per the provisions of the said Act.  

Gratuity 

You will be entitled to gratuity as per the provisions of the Gratuity Act, 1972.  

TERMS AND CONDITIONS 

1. Relevant Experience 

As per the recommendation of our management review panel, out of your total experience, 

0.0 years are being considered to be relevant to the business of our organization.  

At the time of Induction, your experience from date of management review by TCSL (while 

in service with current employer) till the date of relieving from your current employment will 

be added to your total and relevant experience subject to signing of declaration to that 

effect followed by validation of relevance of your experience during Background Check 

process.  

2. Aggregate Percentage Requirements 

Your appointment will be subject to your scoring minimum aggregate (aggregate of all 

subjects in all semesters) marks of 60% or above (or equivalent CGPA as per the 

conversion formula prescribed by the Board / University) in the first attempt in each of your 

Standard Xth, Standard XIIth, Diploma (if applicable) and highest qualification (Graduation/ 

Post Graduation as applicable) which includes successful completion of your final 

semester/year without any pending arrears/backlogs. As per the TCSL eligibility criteria, 
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marks/CGPA obtained during the normal duration of the course only will be considered to 

decide on the eligibility.  

As communicated to you through various forums during the recruitment process, your 

appointment is subject to completion of your course within the stipulated time as specified by 

your University/Institute and as per TCSL selection guidelines.  

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 

work experience. The management reserves the right to withdraw/revoke the 

offer/appointment at any time at its sole discretion in case any discrepancy or false 

information is found in the details submitted by you.  

3. Disclaimer 

Candidates who have applied to TCSL and who have not been successful in clearing the TCSL 

selection process are not eligible to re-apply to TCSL within six months from the date on which 

the candidate had attended such selection Test and/or Interview. In case you are found to have 

re-applied to TCSL within six months of previous unsuccessful attempt, the management 

reserves the right to revoke/withdraw the offer/appointment, without prejudice to its other rights.  

4. Training Period 

You will be required to undergo class room and on the job training in the first twelve months 

(including the TCS Xperience Programme as set out herein below), during which period 

you will be appraised for satisfactory performance during/after which TCSL would normally 

confirm you. This confirmation will be communicated to you in writing.  

If your performance is found unsatisfactory during the training period, the company may 

afford you opportunities to assist you and enable you to improve your performance. If your 

performance is still found unsatisfactory, TCSL may terminate your traineeship forthwith.  

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 

time if your performance is not found satisfactory. The terms and conditions of the training 

will be governed by TCSL's training policy. TCSL reserves the right to modify or amend the 

training policy.  

If you remain unauthorizedly absent for a consecutive period of 10 days during the training 

programme, you shall be deemed to have abandoned your traineeship and your name will 

automatically stand discontinued from the list of TCS Xperience trainees without any further 

intimation/separate communication to you.  
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5. Working Hours 

Your working hours are governed by applicable law. You may be required to work in shifts 

and/or over time depending upon the business exigencies as permitted by law. 
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6. Mobility 

TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 

affiliated companies in India or outside India, on the terms and conditions as applicable to 

you at the time of transfer.  

7. Compensation Structure / Salary components 

The compensation structure/salary components are subject to change as per TCSL's 

compensation policy from time to time at its sole discretion.  

8. Increments and Promotions 

Your performance and contribution to TCSL will be an important consideration for salary 

increments and promotions. Salary increments and promotions will be based on TCSL's 

Compensation and Promotion policy.  

9. Alternative Occupation / Employment 

Either during the period of your traineeship or during the period of your employment as a 

confirmed employee of TCSL, you are not permitted to undertake any other employment, 

business, assume any public or private office, honorary or remunerative, without the prior 

written permission of TCSL.  

10. Confidentiality Agreement 

As part of your acceptance of this appointment as an employee with TCS you are required 

to maintain strict confidentiality of the intellectual property rights protected information and 

other business information of TCS and its clients which may be revealed to you by TCS or 

which may in the course of your engagement with TCS come your possession or knowledge 

unless specifically authorized to do so in writing by TCS. This Confidentiality Clause shall 

survive the termination or earlier determination of this Appointment. The detailed 

Confidentiality related terms and conditions are set out in Annexure 3.  

11. Work in SBWS mode 

TCS' Secure Borderless Workspaces(SBWS) is a transformative operating model framework 

that allows seamless deployment of virtual workspaces in a secure manner that enables 

flexible working options aligned to its business objectives. You may be required to work either 

from TCS offices/TCS Client offices or from home (remote working) as per the requirements 

of the project or group you are assigned to work with and as communicated to you by the 

Unit HR or your supervisor. You are required to abide by the Policy and / or Guidelines issued 

by TCS from time to time while operating within this framework. For more details, please refer 

the Policy / Guideline document on Remote Working.  
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It is essential that you understand the applicable Policy and / or the Guidelines of such flexible 

working and ensure adherence to TCS Security Policies/Protocols and Confidentiality 

obligations at all times.  

12. Overseas International Assignment Agreement 

If you are on international assignment, you will be covered by the TCS India Policy-

International Assignments (from India to other Countries) from the date of placement for an 

international assignment. Accordingly, you will be required to sign the Overseas International 

Assignment Agreement/s and any other applicable related documents pertaining to the 

international assignment for which you are being placed In case of every international 

assignment that exceeds 30 days, you will be required to serve TCSL as per the Notice 

Period clause mentioned below.  

This is to ensure that the knowledge and information gained by you during your assignment 

is shared and available to TCSL and its associates. This transfer of knowledge and 

information is essential for TCSL to continue to serve its clients and customers better. If you 

are deputed internationally for training, you will be required to sign an agreement to serve 

TCSL for a minimum period of 6 months on completion of training.  

13. Terms and Conditions 

The above terms and conditions are specific to India and there can be changes to the said 

terms and conditions in case of deputation on international assignments.  

14. TATA Code of Conduct 

You are required to sign the TATA Code of Conduct and follow the same in your day-to-day 

conduct as an associate of TCSL.  

15. Notice Period 

This contract of traineeship in TCS and subsequent employment post successful completion 

of your traineeship is terminable by you by giving 90 days notice in writing. It is clearly 

understood, agreed and made abundantly clear that you shall have to necessarily serve the 

period of notice of 90 days given by you under this clause. However, upon your serving the 

notice under this clause, TCSL may relieve you any time during the period of notice at its 

sole discretion in the interest of business.  

i. This contract of traineeship and subsequent employment post successful completion of 

your traineeship may be terminated by TCSL by giving you 90 days notice or payment in 

lieu thereof.  
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ii. Your failure to comply with this clause will entail monetary payment of damages to TCS 

as may be determined by TCS at its sole discretion having regard to the responsibilities 

shouldered by you while being in the employment of TCS and business continuity.  

16. Retirement 

You will retire from the services of TCSL on reaching your 60th birthday as per the proof of 

age submitted by you at the time of joining.  

17. Pre-employment Medical Certificate 

You are required to submit a Medical Certificate of Fitness (in the format prescribed by TCSL) 

which needs to be verified by a registered medical practitioner having a minimum qualification 

of MBBS to the Induction Coordinator.  

18. Employment of Non Indian Citizens 

In case, you are not a citizen of India, this offer is subject to your obtaining a work permit and 

/ or any other permissions and / or documentation as prescribed by the Government of India.  

19. Background Check 

Your association with TCSL will be subject to a background check in line with TCSL's 

background check policy. A specially appointed agency will conduct internal and external 

background checks. Normally, such checks are completed within one month of joining.If the 

background check reveals unfavourable results, you will be liable to disciplinary action 

including termination of traineeship/service without notice.  

20. Submission of Documents 

Please note that you should initiate and complete the upload of mandatory documents on the 

nextstep portal as soon as the offer letter is accepted (subject to availability of the documents)  

Please carry the below listed Original Documents for verification on your joining day.  

- Permanent Account Number (PAN) Card 

  You are required to submit a copy of your PAN card along with other joining   

forms,immediately on joining. As per Indian Income Tax rules, the PAN number is a   

mandatory requirement for processing salary. 
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- Aadhaar Card 

- Standard X and XII/Diploma mark sheets & Certificate 

- Degree certificate/Provisional Degree Certificate and mark sheets for all semesters of  

Graduation 

- Degree certificate and mark sheets for all semesters of your Post Graduation (if you are a    

Postgraduate)  

- Overseas Citizenship of India (applicable if you are not an Indian Nationality). For  

  Srilankan Refugee, a Refugee Identity card along with Work Permit is required 

-Birth Affidavit on Rs100 stamp paper, if Birth Certificate not in English 

- Any other affidavits on Rs100 stamp paper if applicable (name affidavit for multiplenames, 

signature affidavits,   address affidavits etc.) 

- Passport / Acknowledgement letter of passport application 

- Gap/Break in career affidavit on Rs100 stamp paper, if gap is more than 6 months- 4 

passport sized photographs 

- Medical Certificate (Should be made on the format provided by TCS along with the Joining 

letter) 

- An affidavit/notarized undertaking (Non-Criminal Affidavit, should be made on the 

formatprovided by TCSL) stating : 

 *There is no criminal offence registered/pending against you 

 *There is no disciplinary case pending against you in the university 

- If you were employed, a formal Relieving letter & Experience letter from your previous 

employerThe original documents will be returned to you after verification. 

In addition to the above original documents, Please carry photocopies of the below 

documents  

 *PAN Card (Permanent Account Number)  

 *Aadhaar Card (Not applicable for Nepal & Bhutan Citizenship) 

 *Passport 

 *NSR E-Card 

21. TCS Xperience Program 

On joining TCSL, you will be given the benefit of formal training (TCS Xperience Program) at 

our offices, as identified, for such period as TCSL may decide.  

The said training forms a critical part of your employment with TCSL and is an ongoing 

process. TCSL continues to make investment on training and continuing education of its 

professionals. This will be of immense value to you as a professional and a large part of the 

ownership and commitment has to come from you.  
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As TCSL progresses with these initiatives, monitoring performance will be an ongoing 

process and a formal evaluation will be carried out during the training. The evaluation criteria 

which will be very transparent will be used as a basis for allocating people to projects/roles. 

We would request that the training be taken very seriously to enable you to add maximum 

value to your professional and personal growth.  

22. Letter of Appointment 

You will be issued a letter of appointment at the time of your joining and after completing 

joining formalities as per TCSL policy.  

23. Rules and Regulations of the Company 

Your appointment will be governed by the policies, rules, regulations, practices, processes 

and procedures of TCSL as applicable to you and the changes therein from time to time.The 

changes in the Policies will automatically be binding on you and no separate individual 

communication or notice will be served to this effect. However, the same shall be 

communicated on internal portal/Ultimatix.  

24. Compliance to all clauses 

You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to fulfill one 

or more of the terms and conditions and/or failure to clear one or more tests successfully would 

entitle TCSL to withdraw this offer letter anytime at its sole discretion.  

25. Data Privacy Clause: 

(a) Your personal data collected and developed during recruitment process will be processed 

in accordance with the TCS Data Privacy Policy. The personal data referred therein are 

details related to contact, family, education, personal identifiers issued by government, social 

profile, background references, previous employment and experience, medical history, 

skillset, proficiency and certifications, job profile and your career aspirations.  

(b) It will be processed for various organizational purposes such as Â recruitment, 

onboarding, background check, project assignment, performance management, job rotation, 

career development including at leadership level, diversity and inclusion initiatives, global 

mobility, wellness program, statutory and legal requirements and specific organizational 

initiatives in force during your tenure in TCS.  
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(c) After you join TCS, there would be more sets of Personal Information (PI) attributes 

processed for various legitimate purposes. All of it will be processed with compliance to 

applicable laws and the TCS Data Privacy Policy. In some scenarios of your PI processing, 

you will be provided with appropriate notice and/or explicit consent might be obtained from 

time to time.  

 

(d) For the purposes mentioned above, your required PI may be shared with specific vendor 

organizations who provide services to TCS, e.g. Â background check, health insurance, 

counselling, travel, transport and visa, payroll services, associate engagement activities, and 

financial and taxation services.  

(e) As TCS is a global company, your PI may be shared with entities outside India, limited for 

the purposes mentioned above and/or in this offer letter.  

(f) In case of oversees deputation, available privacy rights would be governed as per 

regulatory provisions and / or TCS policies/notice provided applicable at your overseas 

location.   
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Withdrawal of Offer 

If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not interested 

in this employment and this offer will be automatically withdrawn.  

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining letter, 

the offer will stand automatically terminated at the discretion of TCSL.We look forward to having you 

in our global team  

Yours Sincerely,  

For TATA Consultancy Services Limited 

 

 

 

 

Girish V. Nandimath 

Global Head, Talent Acquisition & Academic Interface 

Encl: Annexure 1: Benefits and Gross Salary 

         Annexure 2: List of TCS Xperience Centres   

         Annexure 3: Confidentiality and IP Terms   

 

 

 

 

 

 

 

 

Click here  or use a QR code scanner from your mobile 

to validate the offer letter 
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 GROSS SALARY SHEET Annexure 1 

Name Harshita  Kumari 

Designation Assistant (Asse) 

Institute Name Others 

Table 1: Compensation Details (All Components in INR) 

Component Category Monthly Annual 

1) Fixed Compensation   
  

Bouquet Of Benefits #         4,999        59,984 

2) Performance Pay 
  

Monthly Performance Pay         1,400        16,800 

3) Annual Components/Retirals 
  

Health Insurance*** NA         4,000 

Provident Fund         1,117        13,404 

Gratuity           447         5,373 

ESI Contribution## NA         6,204 

Total of Annual Components & Retirals         1,565        22,777 

4) City Allowance           200         2,400 

TOTAL GROSS        17,472      2,19,862 
# Refer to Table 2 for TCSL defined Structure. In case, you wish not to restructure your BoB, TCSL defined 

Structure as given in Table 2 will be applicable. 

##Contribution towards Employees' State Insurance borne by TCS. 

*** For HIS - Note that Rs.4,000 if the employee is Single. If the employee is married or married with Children then 

Rs. 3,900/- per beneficiary needs to be added to the above mentioned amount. 

Table 2: TCSL defined structure for BoB (All Components in INR) 

Component Category Monthly Annual 

House Rent Allowance         3,723        44,676 

Leave Travel Assistance           776         9,308 

Food Card           500         6,000 

GROSS BOUQUET OF BENEFITS         4,999        59,984 



 

TCS Confidential 16 

TCSL/DT20234715170 

Annexure 2 
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Annexure 3 

Confidentiality and IP Terms and Conditions  

1.  Confidential Information 

"Confidential Information" shall mean all Inventions and Know-how, information and material 

of TCS (including for avoidance of doubt any Confidential Information of its Clients) that 

comes into the possession or know of the Associate and shall include the following:  

(a) Any and all information processing programs, software, properties, items, information, 

data, material or any nature whatsoever or any parts thereof, additions thereto and 

materials related thereto, produced or created at any time by TCS or the Associate in the 

course of or in connection with or arising out of the Associate's association with TCS. 

Program/Software shall mean source code and/or machine instructions wherever 

resident and on whatever media and all related documentation and software,  

(b) All other information and material of TCS relating to design, method of construction, 

manufacture, operation, specifications, use and services of the TCS equipment and 

components, including, but not limited to, engineering and laboratory notebooks, reports, 

process data, test data, performance data, inventions, trade secrets, systems, software, 

object codes, source codes, copyrighted matters, methods, drawings, computations, 

calculations, computer programs, narrations, flow charts and all documentation therefore 

and all copies thereof (including for avoidance of doubt any such material belonging to 

the Clients of TCS).  

(c) Corporate strategies and other confidential and proprietary material and information, 

which could cause competitive harm to TCS if disclosed,  

(d) Customer and prospective customer lists, and  

(e) All other information and material, which may be created, developed, conceived, 

gathered or collected or obtained by the Associate in the course of or arising out of the 

association with TCS or while in or in connection with or for the purposes of his/her 

association with TCS or any of the operations and entrusted by TCS to the Associate.  
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2.  Associate's Obligations 

Associate agrees to treat the Confidential Information as strictly confidential and a trade 

secret of TCS. Associate agrees not to use, or cause to be used, or disclose or divulge or 

part with either directly or indirectly the Confidential Information for the benefit of or to any 

third parties except for or on behalf of or as directed or authorized by TCS or to a person 

having a valid contract with or need under TCS, any Confidential Information. Upon 

termination of employment, the Associate agrees to surrender to TCS all Confidential 

Information that he or she may then possess or have under his or her control.  

3.  Intellectual Property Rights 

Associate agrees and confirms that all intellectual property rights in the Confidential 

Information shall at all times vest in and remain with or belong to TCS and Associate shall 

have no right title or claim of any nature whatsoever in the Confidential Information. Associate 

shall promptly disclose to an authorized officer of TCS all inventions, ideas, innovations, 

discoveries, improvements, suggestions, or reports and enhancements made, created, 

developed, conceived or devised by him or her arising out of his or her engagement with 

TCS, including in the course of provision of services to the Clients of TCS and Associate 

hereby agrees and confirms that all such intellectual property rights shall at all times vest in 

and remain vested in TCS and agrees to transfer and assign to TCS any interests Associate 

may have in such intellectual property rights including any interest in and to any domestic or 

foreign patent rights, trademarks, trade names copyrights and trade secret rights therein and 

any renewals thereof. On request of TCS, Associate shall execute from time to time, during 

or after the termination of his or her employment, such further instruments, including without 

limitations, applications for letters of patent, trademarks, trade names and copyrights or 

assignments thereof, as may be deemed necessary or desirable by TCS to perfect the title 

of TCS in the intellectual property rights and to effectuate the provisions hereof. All expenses 

of filling or prosecuting any application for patents, trademarks, trade names, or copyrights 

shall be borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting 

any such applications. Associate hereby expressly waives any "artist's rights" or "moral 

rights", which Associate might otherwise have in such intellectual property rights.  

4.  Prior knowledge 

Associate acknowledges that prior to his or her appointment by TCS, he or she had no 

knowledge of the Confidential Information of TCS and that such Confidential Information is 

of a confidential and secret character and is vital to the continued success of TCS's 

business. Associate further acknowledges that he or she is associated with TCS in a 

capacity in which he or she will become acquainted with all or part of such Confidential 

Information. In order to safeguard the legitimate interests of TCS in such Confidential 

Information, it is necessary for TCS to protect such Confidential Information by holding it 

secret and confidential.  
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5.   Use of third party material 

Associate expressly agrees that it shall not in the course of his or her association with TCS 

and while working on the premises or facilities of TCS or its Clients or in connection with the 

development of any intellectual property rights or work for or on behalf of TCS, use any third 

party material or intellectual property rights except those intellectual property rights provided 

by TCS or expressly authorised by TCS or without having proper authorisation or license or 

approval of the respective owner of such intellectual property rights.  

6. Security policies and Guidelines. 

Associate agrees to abide by and be bound by any and all policies, documents, guidelines 

and processes including IP, Security and Confidentiality of TCS in force from time to time 

whether expressly endorsed or not.  

7. Working in SBWS Framework: 

Associate may be required to work in TCS offices or its Client premises or from home (remote 

working) as per the directions of supervisor and / or the provisions of the applicable policy.  

Associate understands that working in this hybrid environment may have higher 

confidentiality and information security risks. Associate acknowledges that when working 

remotely the Associate:  

(a) will work only in a private, secured work area in compliance with the guidelines issued 

and amended from time to time.  

(b) will comply with and work in a manner consistent with TCS Data Privacy and Security 

Policies/Protocols.  

(c) will bring to the notice of HR of the Unit to any circumstances that prevent Associate from 

working in a manner consistent with TCS data privacy and security policies/ protocols.  

(d) will inform the HR of the Unit if the Associate shares a home with any family member or 

an individual who is employed by a competitor of TCS or TCS client the Associate is 

assigned to, or if any other circumstances at home exist which implicates the TCS Code 

of Conduct Conflict of Interest provision.  

(e) will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure 

obligations.  
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(f) will be using the Company allotted laptop or similar authorized computing device (together 

called "official asset") only to connect to TCS network/customer network through 

authorized means (or the Customer provided laptop to access the customer network if 

so, mandated by the Customer).  

(g) will not allow anybody to share the official asset being used.  

8.  Restriction on Associate's Rights 

Associate agrees that he or she shall not make, have made, replicate, reproduce, use, sell, 

incorporate or otherwise exploit, for his or her own use or for any other purpose, any of the 

Confidential Information including intellectual properties of TCS that is or may be revealed to 

him or her by TCS or which may in the course of his or her employment with TCS come into 

his or her possession or knowledge unless specifically authorized to do so in writing by TCS.  

9.  No License 

TCS and Associate agree that no license under any patent or copyright now existing or 

hereafter obtained by TCS is granted, agreed to be granted, or implied by the terms of this 

Agreement, or by the disclosure to Associate of the Confidential Information.  

10.  Equitable Rights 

Associate acknowledges that any Confidential Information that comes into the possession 

and / or knowledge of Associate is of a unique, highly confidential and proprietary nature. It 

is further acknowledged by Associate that the disclosure, distribution, dissemination and / or 

release by Associate of the Confidential Information without the prior written consent of TCS 

or any breach of this Agreement by Associate will cause TCS to suffer severe, immediate 

and irreparable damage and that upon any such breach or any threat thereof, TCS shall 

without prejudice to any other remedies available to it, be entitled to appropriate equitable 

relief including the relief of specific performance and injunctive relief, in addition to whatever 

remedies it might have at law.  

11.  General 

(a) The provisions hereof shall be interpreted, determined and enforced in accordance with 

the laws of India.  
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(b) In the event of any dispute or disagreement over the interpretation of any of the terms 

herein contained or may claim or liability of any party including that of surety, the same shall 

be referred to a person to be nominated by TCS, whose decision shall be final and binding 

upon the parties hereto. Subject to the above, the arbitration shall be governed by the 

Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. Associate 

confirms that the fact that the arbitrator shall be a nominee of TCS shall not be a ground for 

objecting to such arbitration or challenging the decision of the arbitrator. The venue of 

arbitration shall be Mumbai. Subject to the above arbitration clause, the Parties agreed to 

the binding jurisdiction of the Courts at Mumbai under the laws of India.  

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing law, 

it shall be deemed null and void without annulling or rendering invalid the remainder of the 

Agreement and if the invalid portion is such that the remainder cannot be sustained without 

it, the Parties herein shall find a suitable replacement to the invalid portion that shall be legally 

valid.  

(d) This Confidentiality clause along with other documents executed by Associate or 

referenced in any such documents constitutes the entire understanding between the parties 

and supersedes all prior agreements and understandings pertaining to the subject matter 

thereof. No delay of omission of either Party in exercising or enforcing any of their rights or 

remedies hereunder shall constitute a waiver thereof.  

(e) This Confidentiality clause may not be amended except in writing signed by authorized 

representatives of both parties.  

(f) The obligations of Associate in terms of this Confidentiality clause shall continue during 

the term of or in the course of the employment of the Associate with TCS and shall continue 

thereafter in perpetuity.  



Offer: BUSINESS PROCESS SERVICES
Ref: TCSL/DT20233995553/Kolkata/BPS/BTN
Date: 09/07/2023

Mr. Harsh  Gupta
Sadar Bazar Danapur Cantt Patna

Near Danapur Police Station
Patna-801503
Bihar
Tel# -7061820066

Dear Mr. Harsh  Gupta,

Sub: Letter of Offer and Terms of Traineeship

Thank you for exploring training opportunities with Tata Consultancy Services Limited(TCSL). You have successfully 
completed our initial selection process and we are pleased to make you an offer as "Trainee BPS" for a period of 12 
months. During this period you will be paid a stipend of Rs. 10,250/- per month.You will be engaged as a Trainee / 
Apprentice under the model / certified Standing Orders (as the case may be) applicable to you. 

Kindly confirm your acceptance of this traineeship by proposing your date of joining and signing Annexure 1. If not 
accepted within 7 days of receipt, this offer is liable to lapse at the discretion of the Company. You may handover your 
acceptance letter to the HR Officer/ Induction Officer at any of our offices. 

After you accept this letter of traineeship and clear the medical check-up, and background check you will be given a 
letter of appointment as a trainee indicating the details of your joining date and initial place of posting after completing 
joining formalities as per company policy. 

TCS decision of releasing the Offer of Traineeship and allowing you to join the organization before completion of your 
final Graduation examination which has been uncertainly delayed owing to COVID-19 Pandemic, shall not be 
construed as a waiver of the condition specified in the Terms of Traineeship under clause 'Pre-requisites of 
Traineeship'. The status of your Graduation completion will be reviewed periodically. The Management reserves the 
right to revoke this Offer of Traineeship if it is later established that you could not successfully complete your 
Graduation without any pending arrears/backlogs. 

1Private and Confidential
TCSL/DT20233995553



OTHER BENEFITS

1. Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependents under the company's Health 
Insurance Scheme (HIS). You are automatically covered under a default HIS Plan. 

You have the flexibility to choose a plan which is higher than the existing default plan, by paying the applicable 
additional premium plus Service Tax, in which case the below benefits can be availed: 

a) Domiciliary Cover: This is a provision to cover the cost incurred towards any domiciliary treatment up to a 
specified limit for each insured person per annum. 

b) Base Cover: This is a provision to cover the cost incurred on hospitalization treatments up to a specified limit for 
each insured person per annum. 

c) Floater Cover: This benefit covers the hospitalization expenses incurred over and above the basic 
hospitalization cover limit. This is a family floater cover for you and your enrolled dependents. 

The total premium is split between Base Cover and Floater Cover Premium as per the plan applicable. 

i. Base Cover Premium: Towards Domiciliary and Base cover for self, spouse and up to three children is entirely 
borne by TCSL , provided these members are explicitly enrolled by you under the scheme. Additionally, if you 
wish to cover dependent parents/parents-in-law or remaining children, the applicable premium per insured person 
is to be borne by you. 

ii. Floater Cover Premium: Towards Floater cover is to be borne by you. 

*Note: The above Health Insurance Scheme is subject to revision. The policy changes if any, in future, will prevail 
. For further details, please refer to the policy document 

2. Professional Memberships:
You will be eligible for reimbursement of expenses towards professional membership as per TCSL 's policy. 

3. Social Security - Employees' State Insurance:
The company will contribute 3.25% of your stipend or such amount as determined by law towards ESI
contribution till you remain covered under Employee's State Insurance Act, 1948.

4. Compensation Benefits under ESI Act / Employees' Compensation Act:
If you are covered under Employees State Insurance Act (ESI Act), 1948 you are entitled to claim the benefits in 
the event of accidental injury resulting into death or disablement arising out of and in the course of employment, 
from Employees' State Insurance Corporation. 

If you are out of the purview of ESI Act, you will be eligible for compensation benefit in the event of death / 
disablement arising out of and in the course of employment as per the benefits under the Company's Afterlife 
Benefit Policy / Personal accident insurance scheme, whichever is applicable. For more details on this, refer TCS 
India policy - Afterlife Benefits and TCS India policy - Health Insurance after joining the organization. 

* Inclusion or exclusion of an employee under 'Employee State Insurance Corporation' is as defined as per the 
ESIC Act 

5. Night Shift Stipend:
Trainees assigned to night shifts for training would be eligible for a Night Shift Stipend of Rs. 200/- per shift 
as per the company policy. 
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6. Process Specific Stipend:
Based on your allocation, to a process and on account of the process complexity involved, you may be eligible for 
additional process specific stipend, as defined by the Company. 

TERMS OF TRAINEESHIP

1. Traineeship Pre-requisites
Your appointment as a Trainee / Apprentice under the model / certified Standing Order will be subject to 
successful completion of your graduation examination without any pending arrears / back logs during the entire 
course duration. 

It is clearly understood, agreed and made abundantly clear that in case you do not successfully clear your 
graduation your traineeship with TCSL will be discontinued without any notice or notice pay 

It is mandatory to declare the gaps / arrears / back log, if any, during your academics and work experience. The 
management reserves the right to withdraw/revoke the offer of traineeship at any time at its sole discretion in case 
of any discrepancy or false information is found in the details submitted by you. 

2. Traineeship Period:
During the period of your training of 12 months, you may be required to undergo classroom and on the job 
training. During this period, you may be appraised to evaluate your performance and if your performance is found 
to be satisfactory, you may be absorbed / appointed in the regular employment of the Company at its sole 
discretion. 

It is hereby specifically clarified that the Company is under no obligation whatsoever to absorb / appoint you on 
regular basis upon successful completion of your training period of 12 months. You shall not be deemed to have 
been absorbed / appointed in the regular employment of the company, unless & until you receive a written 
communication in this regard from the Company. 

If your performance is found unsatisfactory, TCSL may terminate your traineeship forthwith by giving you 30 
calendar days' notice in writing or payment of stipend for 30 calendar days in lieu thereof. 

If you remain on unauthorized absence for a consecutive period of 3 days during the training programme without 
authorisation or intimation, a presumption shall arise that you have abandoned your traineeship and the company 
shall be entitled to disqualify and disentitle you forthwith for any further training and your name is liable to be 
automatically stand discontinued from the list of ILP trainees without any further intimation / separate 
communication to you. 

3. Hours of Training:
You may be required to undergo training in shifts and / or in extended training hours as permitted by law. 

4. Leave:
You will be entitled for leaves as per the company's policy. 

5. Transport:
TCS BPS provides company transport facility within a pre-defined radius for each location as defined in the 
company transport policy. TCS employees living beyond these boundaries would be required to make their own 
arrangements and the routes are predetermined and not permitted to be varied under any circumstances. The 
company will make appropriate provisions for those working in night shift as permitted by law/ policy. 
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6. Alternative Occupation / Traineeship:
During the period of your traineeship at TCSL , you are not permitted to undertake any other traineeship, 
employment, business, assume any public or private office, honorary or remunerative, without the prior written 
permission of the company. 

7. Confidentiality, Data and Intellectual Property Protection:
As part of the joining formalities, you are required to sign a Confidentiality, Data and IP Protection Terms, which 
aims to protect the intellectual property rights and business information of TCSL and its clients. The detailed 
Confidentiality, Data and IP Protection related terms and conditions are set out in Annexure 2 

8. Work in SBWS mode:
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model framework that allows 
seamless deployment of virtual workspaces in a secure manner that enables flexible working options aligned to its 
business objectives. You may be required to work either from TCS offices/TCS Client offices or from home 
(remote working) as per the requirements of the project or group you are assigned to work with and as 
communicated to you by the Unit HR or your supervisor. You are required to abide by the Policy and / or 
Guidelines issued by TCS from time to time while operating within this framework. For more details, please refer 
the Policy / Guideline document on Remote Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such flexible working and ensure 
adherence to TCS Security Policies/Protocols and Confidentiality obligations at all times. 

9. TATA Code of Conduct:
You are required to sign the TATA Code of Conduct and follow the same in your day to day conduct as a trainee 
of TCSL . 

10.  Notice Period:
You will have to give at least 30 calendar days' prior notice in writing before discontinuing your traineeship with the 
Company. The Company may discontinue your traineeship by giving you 30 calendar days' notice in writing or 
payment of stipend for 30 days in lieu thereof. 

11.  Medical Test:
You are required to undergo a pre-Traineeship medical check-up and obtain a fitness certificate from the 
registered medical practitioner/Doctor. This is a pre-condition for Traineeship. Please collect the medical check-up 
authorization letter from the company HR executive, at the time of submitting your written acceptance of this offer. 
To verify your identification, we request you to carry a photograph and a photo identification document issued by 
government like passport, PAN card, Election Card, Driving License etc. If you are a campus recruit, you may 
produce your current educational institute`s photo identification card in the absence of government photo 
identification document. 

Retention of reasonable medical fitness is also a condition of Traineeship. The company also reserves the right to 
get yourself examined by a doctor at any time during your Traineeship and futher employment(if absorbed in 
Regular Employment) to ascertain your medical fitness. The opinion of the doctor appointed by the company shall 
be final and binding on both parties. Your failure, refusal or inability to appear for such medical examination will 
result in the determination of your Traineeship or Employment as the case may be without any notice or notice 
pay in lieu of notice. 

Your Traineeship or further Employment (if absorbed in Regular Employment) is liable to be discontinued / 
terminated on account of your continued ill health or if you are found to be medically unfit for the job as may be 
certified by the company's doctor. 

12. Background Check:
Your traineeship will be subject to a background check in line with the Company's background check policy. A 
specially appointed agency will conduct internal and external background checks. Normally, such checks are 
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completed within one month of joining. If the background checks are unfavorable or at a variance with your own 
declarations, your traineeship will be discontinued without any notice. 

13. Submission of Documents:
At the time of your joining traineeship, photocopy of the following documents should be submitted. Please carry 
the original copies for verification. 

- Standard X and XII Mark sheets equivalent
- Degree certificate and mark sheets for all semesters
- Postgraduate degree certificate and mark sheets for all semesters (if you are a Post-graduate)
- Birth Certificate / Proof of Age
- Passport
- 6 photographs - passport size
- An affidavit / notarised undertaking that there is no criminal offence registered/pending against you.
Your original documents will be returned to you after verification. 

14. Initial Learning Programme (ILP)
On joining TCSL as Trainee, you will be given the benefit of formal & on the job training ("Initial Learning 
Programme") at the location, as identified, for such a period as TCSL may decide. The said training 
programme forms a critical part of your traineeship and is an ongoing process. TCSL continues to make 
investment on training and development of its trainees. This will be of immense value to you and a large part of 
ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing process and a formal 
evaluation will be carried out during the training. We would request that the training be taken very seriously to 
enable you to add maximum value to your professional and personal growth. 

15. Letter of Appointment
Your will be issued a letter of appointment on your joining and after completing joining formalities as per 
TCSL policy 

16. Personal Data Processing:
Your personal data collected and developed during recruitment process will be processed in accordance with the 
TCS Data Privacy Policy. The personal data referred therein are details related to contact, family, education, 
personal identifiers issued by government, social profile, background references, previous employment and 
experience, medical history, skillset, proficiency and certifications, job profile and your career aspirations. 

It will be processed for various organizational purposes such as recruitment, onboarding, background check, 
project assignment, performance management, job rotation, career development including at leadership level, 
diversity and inclusion initiatives, global mobility, wellness program, statutory and legal requirements and specific 
organizational initiatives in force during your tenure in TCS. 

After you join TCS, there would be more sets of Personal Information (PI) attributes processed for various 
legitimate purposes. All of it will be processed with compliance to applicable laws and the TCS Data Privacy 
Policy. In some scenarios of your PI processing, you will be provided with appropriate notice and/or explicit 
consent might be obtained from time to time. 

For the purposes mentioned above, your required PI may be shared with specific vendor organizations who 
provide services to TCS, e.g. background check, health insurance, counselling, travel, transport and visa, payroll 
services, associate engagement activities, and financial and taxation services. 

As TCS is a global company, your PI may be shared with entities outside India, limited for the purposes mentioned 
above and/or in this offer letter. 
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In case of oversees deputation, available privacy rights would be governed as per regulatory provisions and / or 
TCS policies/notice provided applicable at your overseas location. 

17. Terms and conditions:
The above terms and conditions of traineeship are specific to your traineeship period in India. 

18. Rules and Regulations of the Company:
Your traineeship will be governed by the policies, rules, regulations, practices, processes and procedures of the 
Company as applicable to you and the changes therein from time to time. 

19. Compliance to all clauses:
You will be required to fulfill all the terms and conditions mentioned in this letter of offer of traineeship. Any failure 
to fulfill any term and /or condition and/or failure to clear any test successfully would entitle TCSL in 
withdrawing this letter of traineeship at its sole discretion. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not interested in the 
Traineeship and this offer will be automatically withdrawn. Post acceptance of TCSL offer letter if you fail to join on 
the date provided in the TCSL joining letter, the offer will stand automatically terminated at the sole discretion of 
TCSL . 

We look forward to having you in our global team. 

Yours Sincerely, 

For Tata Consultancy Services Limited. 
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Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click Here or use a QR code scanner from your

mobile to validate the offer letter

Encl: Annexure 1: Acceptance
        Annexure 2: Confidentiality, Data and Intellectual Property Protection Terms

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=F6FFUx4U99pZq6q634xUbTLiZZFZF8FFx6x4ZUFZ0LqT4L44LTL8qZq6LbL84844FLFFTU6TZ9F


ANNEXURE 1

For the candidate to complete:

This is to confirm that I have received the letter of offer and Terms of Traineeship ref No   
TCSL/DT20233995553/Kolkata/BPS/BTN on _____________ (MMM/DD/YYYY).   
I hereby accept this Offer and intend to join traineeship on:

Signature:

Name:
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Annexure 2

                                   Confidentiality, Data and Intellectual Property Protection Terms

1. Confidential Information
"Conf ident ia l  Informat ion" shal l  mean al l  Invent ions and Know-how, informat ion and mater ia l  
of TCS and its subsidiaries as applicable (Collectively termed as TCS) (including for avoidance of doubt any 
Confidential Information of its Clients) that comes into the possession or know of the Associate and shall include 
the following: 

(a) Any and all information processing programs, software, properties, items, information, data, material or any 
nature whatsoever or any parts thereof, additions thereto and materials related thereto, produced or created at 
any time by TCS or the Associate in the course of or in connection with or arising out of the Associate's 
association with TCS. Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, manufacture, operation, 
specifications, use and services of the TCS equipment and components, including, but not limited to, engineering 
and laboratory notebooks, reports, process data, test data, performance data, inventions, trade secrets, systems, 
software, object codes, source codes, copyrighted matters, methods, drawings, computations, calculations, 
computer programs, narrations, flow charts and all documentation therefore and all copies thereof (including for 
avoidance of doubt any such material belonging to the Clients of TCS) 

(c) Corporate strategies and other confidential and proprietary material and information, which could cause 
competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, gathered or collected or 
obtained by the Associate in the course of or arising out of the association with TCS or while in or in connection 
with or for the purposes of his/her association with TCS or any of the operations and entrusted by TCS to the 
Associate. 

2. Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade secret of TCS. Associate 
agrees not to use, or cause to be used, or disclose or divulge or part with either directly or indirectly any 
Confidential Information for the benefit of or to any third parties except for or on behalf of or as directed or 
authorized by TCS or to a person having a valid contract with TCS . Upon termination of employment, the 
Associate agrees to surrender to TCS all Confidential Information that he or she may then possess or have under 
his or her control. 

3. Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential Information shall at all times 
vest in and remain with or belong to TCS and Associate shall have no right title or claim of any nature whatsoever 
in the Confidential Information. Associate shall promptly disclose to an authorized officer of TCS all inventions, 
ideas, innovations, discoveries, improvements, suggestions, or reports and enhancements made, created, 
developed, conceived or devised by him or her arising out of his or her engagement with TCS, including in the 
course of provision of services to the Clients of TCS and Associate hereby agrees and confirms that all such 
intellectual property rights shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any interest in and to any 
domestic or foreign patent rights, trademarks, trade names copyrights and trade secret rights therein and any 
renewals thereof. On request of TCS, Associate shall execute from time to time, during or after the termination of 
his or her employment, such further instruments, including without limitations, applications for letters of patent, 
trademarks, trade names and copyrights or assignments thereof, as may be deemed necessary or desirable by 
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TCS to perfect the title of TCS in the intellectual property rights and to effectuate the provisions hereof. All 
expenses of filling or prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any such applications. Associate 
hereby expressly waives any "artist's rights" or "moral rights", which Associate might otherwise have in such 
intellectual property rights. 

4. Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no knowledge of the 
Confidential Information of TCS and that such Confidential Information is of a confidential and secret character 
and is vital to the continued success of TCS's business. Associate further acknowledges that he or she is 
associated with TCS in a capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential Information, it is necessary 
for TCS to protect such Confidential Information by holding it secret and confidential. 

5. Use of third party material
Associate expressly agrees that Associate shall not in the course of his or her association with TCS and while 
working on the premises or facilities of TCS or its Clients or in connection with the development of any intellectual 
property rights or work for or on behalf of TCS; 

a) use any third party material or intellectual property rights except those intellectual property rights provided by 
TCS or expressly authorised by TCS or without having proper authorisation or license or approval of the 
respective owner of such intellectual property rights. 

b) Participate in any activity for creation (including conception, design, development, testing, implementation, 
support or marketing) of any Intellectual Property for or on behalf of TCS or its affiliates if Associate has been 
exposed, directly or indirectly, to any Third Party IP which is in the same subject area (such as research area, 
technology or application area) as, or which is same or similar to, the Intellectual Property or any portion thereof, 
to be so created, unless; 

i) Associate has expressly declared to TCS in a prescribed form whether such exposure was owing to publically 
available information or under and subject to any agreement; AND 

ii) TCS has expressly confirmed to the Associate that TCS has proper authorization or license or approval of the 
respective owner of such Third Party IP to use the same in Intellectual Property or portion thereof to be created 
and authorized in writing Associate's participation in such activity. 

c) knowingly access, make reference to or use any Third Party IP (except as permitted under Section 5(a), 
directly or indirectly, during the period of association with the creation (conception, design, development, testing, 
implementation, support or marketing) of TCS Intellectual Property or portion thereof, which is in the same subject 
area of TCS Intellectual Property or which is same or similar to such TCS Intellectual Property or portion thereof 
being created. In case, Associate access or is exposed to any such Third Party IP during such association, 
Associate shall promptly bring it to the notice of TCS IP asset owner or TCS project manager in writing and 
immediately cease to participate in any such activity 

6. Security policies and Guidelines.
6.1 Associate agrees to abide by and be bound by any and all policies, documents, guidelines and processes 
including IP, Information Security and Confidentiality of TCS in force from time to time whether expressly 
endorsed or not. 

6.2 Associate acknowledge and agree that in the course of, and as a result of his/her engagement with TCS, 
Associate will have access to, obtain or come across personal data or information of other TCS Associates or 
Clients, including without limitation, sensitive personal data or information (collectively "Personal Data and 
Information") within the meaning of the applicable Indian Law and Rules or any other applicable Law, directive or 
regulation anywhere in the world. In respect of any such Personal Data and Information accessed, obtained, 
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acquired or processed by Associate for and on behalf of TCS, its affiliates or Clients, Associate undertake that 
he/she will: 

(a) process the Personal Data and Information only on behalf of TCS, its Affiliates or Clients, as the case may be, 
and only on and in accordance with instructions received from the data controller from time to time; 

(b) abide by such technical and organizational measures necessary to prevent the accidental or 
unlawful destruction or accidental loss, alteration, un-authorized disclosure or access to the Personal Data and 
Information; 

(c) promptly (and in any event within 24 hours of awareness) bring to notice of TCS or its Affiliates, as the case 
may be, of any actual or suspected incident of unauthorized or accidental disclosure of, or access to, the Personal 
Data and Information or other breach of this section (a "Security Breach"); 

(d) promptly provide TCS with all information in Associate's notice, possession or control concerning any Security 
Breach and not make any public announcement regarding a Security Breach without TCS's prior written consent; 

(e) not do, or omit to do, anything, which would cause TCS or any of its employees, officers or agents to be in 
breach of its obligations under any privacy or data protection policy, regulation or legislation; 

(f) upon expiry or termination of Associate's engagement with TCS, return all copies of the Personal Data and 
Information to TCS in Associate's possession or control; and 

(g) promptly bring to TCS notice of any request received from a data subject to have access to his/her Personal 
Data and Information or of any other communication relating to the access, use or processing of any Personal 
Data and Information (including any notice from the regulatory body) and fully co-operate and assist TCS in 
relation to any such request or communication. 

6.3 Associate expressly consent that TCS and/or its affiliates may collect, use, transfer, retain or otherwise 
process Associate's Personal Data and Information in connection with his/her engagement with TCS, in 
accordance with the then / current TCS policies and procedures and applicable privacy and data protection 
legislation. TCS may use third party services or sub-contractors to collect or otherwise process Associate's 
Personal Data and Information for which TCS shall remain responsible for such third party services provider or 
sub-contractor's compliance with TCS's obligations hereunder. 

7. Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client's premises or from home (remote working) as per 
the directions of supervisor and / or the provisions of the applicable policy. 

Associate understands that working in this hybrid environment may have higher confidentiality and information 
security risks. Associate acknowledges that when working remotely the Associate: 

a) Will work only in a private, secured work area in compliance with the guidelines issued and amended from time 
to time. 

b) Will comply with and work in a manner consistent with TCS Data Privacy and Security Policies/Protocols. 

c) Will bring to the notice of HR of the Unit to any circumstances that prevent Associate from working in a manner 
consistent with TCS data privacy and security policies/ protocols. 

d) Will inform the HR of the Unit if the Associate shares a home with any family member or an individual who is 
employed by a competitor of TCS or TCS client the Associate is assigned to, or if any other circumstances at 
home exist which implicates the TCS Code of Conduct Conflict of Interest provision. 
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e) Will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure obligations. 

f) Will be using the Company allotted laptop or similar authorized computing device (together called "official 
asset") only to connect to TCS network/customer network through authorized means (or the Customer provided 
laptop to access the customer network if so, mandated by the Customer). 

g) Will not allow anybody to share the official asset being used. 

8. Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, sell, incorporate or 
otherwise exploit, for his or her own use or for any other purpose, any of the Confidential Information including 
intellectual properties of TCS that is or may be revealed to him or her by TCS or which may in the course of his or 
her employment with TCS come into his or her possession or knowledge unless specifically authorized to do so in 
writing by TCS. 

9. No License
TCS and Associate agree that no license under any patent or copyright now existing or hereafter obtained by TCS 
is granted, agreed to be granted, or implied by the terms of this Agreement, or by the disclosure to Associate of 
the Confidential Information. 

10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession and / or knowledge of 
Associate is of a unique, highly confidential and proprietary nature. It is further acknowledged by Associate that 
the disclosure, distribution, dissemination and / or release by Associate of the Confidential Information without the 
prior written consent of TCS or any breach of the Confidentiality, Data and IP Protection Terms by Associate will 
cause TCS to suffer severe, immediate and irreparable damage and that upon any such breach or any threat 
thereof, TCS shall without prejudice to any other remedies available to it, be entitled to appropriate equitable relief 
including the relief of specific performance and injunctive relief, in addition to whatever remedies it might have at 
law. 

11.  General
(a)The provisions hereof shall be interpreted, determined and enforced in accordance with the laws of India. 

(b)In the event of any dispute or disagreement over the interpretation of any of the terms herein 
contained or any claim or liability of any party, the same shall be referred to a person to be nominated by TCS, 
whose decision shall be final and binding upon the parties hereto. Subject to the above, the arbitration shall be 
governed by the Arbitration and Conciliation Act, 1996 or any modifications or re-enactment thereof. Associate 
confirms that the fact that the arbitrator shall be a nominee of TCS shall not be a ground for objecting to such 
arbitration or challenging the decision of the arbitrator. The venue of arbitration shall be Mumbai. Subject to the 
above arbitration clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the laws of 
India. 

(c)If any provision hereof shall be found by a judicial tribunal to be contrary to governing law, it shall be deemed 
null and void without annulling or rendering invalid the remainder of the Agreement and if the invalid portion is 
such that the remainder cannot be sustained without it, the Parties herein shall find a suitable replacement to the 
invalid portion that shall be legally valid. 

(d)This Confidentiality, Data and IP Protection Terms along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the parties and supersedes all 
prior agreements and understandings pertaining to the subject matter thereof. No delay of omission of either Party 
in exercising or enforcing any of their rights or remedies hereunder shall constitute a waiver thereof. 

(e)This Confidentiality, Data and IP Protection Terms may not be amended except in writing signed by authorized 
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representatives of both parties. 

(f)The obligations of Associate in terms of this Confidentiality, Data and IP Protection Terms shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall continue thereafter in 
perpetuity. 

Please complete and return these documents to the TCSL HR executive, within 7 days of receiving this 
offer. 

This is to confirm that I have received the Letter of Offer on ________________ . 

I hereby accept this Offer and intend to join service on__________________. 

Name: 

Address: 

Signature: 

Date: 
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Offer Letter for Employment 

Aug 25, 2023 
 
To, 
Kamal Kumar, 
 
Greetings for the day! 
 
Subsequent to your interview with us, we are pleased to inform that you have been selected as 
“Svatantra Risk Officer” for Tajpur. 
 
You are scheduled to join us on September 04, 2023. 

We take this opportunity to congratulate you on your new job and wish you all the best for your new 
assignment. 

You are requested to report on September 04, 2023 by 09.30 AM at the below mentioned address: 

Svatantra Microfin Private Limited 
Patna -  C/O-Arpita Anand/Smriti Smita, Shashi Complex, Pillar No-38, Opposite Punjab National 
Bank, Rajabazar, Patna, Bihar - 800014 
 
This offer stands cancelled after September 04, 2023. 
 
You will be entitled to receive Compensation and Benefits of INR CTC 280000/-per annum (Annexure 
attached herewith), subject to various deductions as per Company and Government policy from time 
to time. 
 
In the event of your employment, in case you voluntary resign within One (1) year from your date of 
joining the company, you will be required to pay the recruitment expenses, over and above any 
other expenses which has been incurred during your tenure. 
 
Kindly note that this offer is valid subject to an acceptable feedback from your reference check, CIBIL 
check wherever applicable and antecedent check. 
 
We welcome you to Svatantra Microfin Pvt. Ltd. And hope it would be the beginning of a long and 
mutually beneficial association. 

Kindly sign this letter as an acknowledgement of your acceptance of this offer letter and reply with 
the scanned copy of this letter. 

Yours Sincerely,  
 
KRANTI SETY  
PRESIDENT - HUMAN RESOURCES 
SVATANTRA MICROFIN PVT. LTD. 



 
 
 
 
 

ANNEXURE 
 

ANNUAL COMPENSATION BREAKUP  

Name of the Employee   Kamal Kumar 

Designation  Svatantra Risk Officer 

Department  Risk 

Date of Joining  September 04, 2023 

Location  Tajpur  

Band  Supervisors (S) 

Grade  S - 1 

      

SALARY COMPONENTS MONTHLY (INR) ANNUAL (INR) 

Basic Salary 12300 147600 

House Rent Allowance 615 7380 

Bonus 1025 12295 

Transport Allowance 1997 23964 

Food Allowance 1664 19970 

Vehicle Allowance 1664 19970 

Customer Handling Allowance 1331 15976 

Gross Salary (A) 20596 247156 

Deductions   

Employee Contribution to PF 1476 17712 

Employee Contribution to ESIC 155 1854 

Total Deductions (B) 1631 19566 

Net Take Home Pay  18966 227590 

Retiral Benefits   

Employer's Contribution to PF 1476 17712 

Employer's Contribution to ESIC 669 8033 

Gratuity 592 7100 

Total Retirals Benefits  ( C )  2737 32844 

FIXED COST TO COMPANY (CTC) 
(A + C) 

23333 280000 

GPA / GTL / GMC As Per Company Policy 

GMC  –  Sum Insured 2,00,000 

Note: 
1. Insurance Benefits (GMC) – Premium borne by employer & employee. This mediclaim covers 
employee, spouse and upto two children. Parents will be included in the policy, after the employee 
successfully completes ‘One’ year in the organization. 

2. Payouts will be based on number of days worked in a year. 

3. Professional Tax, LWF and other applicable taxes will be deducted as per statutory regulations 
from time to time. 
4. The Gratuity is paid at the end of the employment period, subject to completion of 5 years of 
satisfactory services. 

5. Mobile and Fuel expenses shall be reimbursed as per Company Policy- If Applicable. 

6. Performance based Incentives shall be paid as per Company Policy – If Applicable. 

 
 
 
 
 



 
 
 
 
 
 
 
 
 
 

 
 
**Kindly carry original documents for verification. 
 

Joining Kit Documents 

Sr. No. Documents 

1 PAN Card 

2 Aadhaar Card 

3 Driving License 

4 Voter Id 

5 Passport 

6 PG Certificate / Marksheet 

7 Degree Certificate / Marksheet 

8 12th Certificate / Marksheet 

9 10th Certificate / Marksheet 

10 Any other Degree / Certificate 

11 Last 3 Month Salary Slip 

12 Appointment Letter From Previous Company 

13 Relieving Letter From All Previous Company 

14 Experience Letter 

15 Full & Final Settlement Letter 
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03/11/2023
HO-Pune
To 
 
Mr. KUMAR MANAS, 
VILLAGE KHOJPUR 
BABUBARHI 
MADHUBANI, MADHUBANI, BIHAR 
Unit Code: UUKDA2 
Unit Name: East Hub 
 
Subject: Appointment Letter: Insurance Consultant (IC) with Bajaj Allianz Life 
 
Dear Mr. KUMAR MANAS, 
 
Congratulations!
This has reference to your application & subsequent discussion with us! We are pleased to offer you the post 
of Insurance Consultant at Bajaj Allianz Life, one of India’s leading private life insurers. You are required to 
report for duties on or before 10/11/2023. Please find below the terms and conditions of your employment.
Please find below the terms and conditions of your employment.

1. Your Agency Code (IC code) is ABLIC1003307940. Kindly mention your Agency Code  in all your future 
correspondences with the Company. 
 

2. Sales Manager/Business Development Manager/Agency Development Partner 
(ADP)/Relationship Manager (RM)/ Premier Business Associate (PBA)/Branch Manager. 
You shall be attached to the unit of PRIYA KUMARI Kumari Sales Manager/Business Development 
Manager/ADP/RM/PBA/Branch Manager. The Company reserves the right to detach any Insurance 
Agent(IC) from the unit of the Sales Manager/Business Development Manager/ADP/RM/PBA/Branch 
Manager specified herein for reasons to be recorded in writing. The Company may attach you with 
another Sales Manager/Business Development Manager/ADP/RM/PBA/Branch Manager after such 
detachment. On account of the exigencies of business, the Company may ask you to work with any other 
Unit of any other Sales Manager/Business Development Manager/ADP/RM/PBA/Branch Manager or 
any other person the Company deems fit. 
 

3. You shall at all times be bound by the Guidelines on Appointment of Insurance Agents, dated 15th April, 
2016 issued by the Insurance Regulatory and Development Authority of India (“IRDAI”) as well as the 
Policy approved by the Board of Directors of the Company on appointment of Insurance Agents and all 
other circular/guidelines/rules/directives applicable upon Insurance Agents, as may be 
notified/amended from time to time by IRDAI and/or the Company. 
 

4. You shall at all times while working as an Insurance Agent (IC)with the company hold a valid identity 
card issued by the Company for acting as an Insurance Agent (IC). Your functions as an Insurance Agent 
(IC) shall be as under. 
 

5. Your business goals:

a) You shall solicit and procure life insurance business every year, which shall not be less than the 
minimum business guarantee norms (MBG norms) prescribed by the Company from time to time. At 
present, the minimum business guarantee norms prescribed for each agency year is given as part II of 
Annexure A of this Letter. 
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b) In procuring new life insurance business you shall take into consideration the needs of the 
proposer/Life to be assured for Life Insurance and his/her capacity to pay the premium. You shall not 
solicit and procure insurance business without personally meeting a prospect for insurance. 
 

c) You shall make all reasonable enquiries with regard to the proposer/life to be assured before 
recommending proposals for insurance. You, being the primary point of contact, shall bring to the 
notice of the company through the Agent Confidential Report any circumstances which may 
adversely affect the risk to be underwritten and shall also indicate whether the life assured/prospect 
is a Politically Exposed Person (PEP) by making all reasonable enquiries about the life 
assured/prospect. 
 
You shall also collect and submit all KYC documents and other documents, including documents 
required in compliance of Anti Money Laundering norms of the Company, required for underwriting 
of the proposal for insurance and bring to the notice of the Company any adverse information or 
media report of the life assured/prospect known to you. 
 

d)

e) You are authorized to collect only the full first Premium required for the acceptance of the proposal 
and the same should be deposited in full without any deductions whatsoever with the company on 
the same day or not later than 24 hours of collection in accordance with provisions of Section 64VB of 
the Insurance Act. You shall be responsible for any damage/claim/proceeding arising out of delay in 
deposit. You are not authorized to collect any money, other than what is mentioned hereinabove, or 
accept any risk for or on behalf of the Company. 
 

f) You shall be obliged at all times whether the Company demands or not, to forthwith and without 
delay whatsoever, render proper account of, and hand over to the Company the amounts so collected 
by you in the name of the Company from the customers as per the clause (e) above. 
 

g) You shall receive all papers / documents in fiduciary capacity and shall have no right or lien over the 
same including no right to set-off the same towards commission or other payments if any. 
 

h) You shall perform any other Function/s which has not been specified here but specified in various 
communications, policies, Processes including ICs Rules of the Company as may be issued/amended 
from time to time by the Company and /or specified in Insurance Act 1938 and/or specified by 
Insurance Regulatory and Development Authority of India, Telecom Regulatory Authority of India or 
any other governmental or statutory authority from time to time which shall automatically form part 
of your functions and would be deemed to have been incorporated in this Appointment Letter. You 
are required to keep yourself updated about all such communications and directives, process etc., 
and ignorance shall not be construed as a ground to claim exemption from the application of such 
communications. 
 

i) You shall at all times be bound by the Company policy on General conditions for appointment of 
Insurance Agents, general directives as issued by the Company and communicated to all Insurance 
Agents through broadcast on IC Portal of the Company or displayed on the Notice Board of the Office 
of the Company or communicated otherwise by any other mode. You are required to keep yourself 
updated about all such communications and directives issued and, processes as prescribed by the 
Company by accessing and visiting the said places and ignorance shall not be construed as a ground 
to claim exemption. 
 

4. Background Checks



“Your appointment is made relying upon the information furnished and representation made by you from 
time to time. The Company and any of its employees/representative and/or officials shall be entitled to 
conduct a background check from all the requisite sources including the centralized lists maintained by 
the Insurance Development and Regulatory Authority of India (IRDAI) for agents, and if not found suitable 
or any discrepancy is noted in regards to you or any of the statements, declarations or disclosures made 
by you, the Company shall have the full right and authority to suspend your appointment and take such 
further action as deemed necessary in the interest of the Company.” 
 

5
.

Misrepresentation:

The Company shall rely on the information furnished and representation made by you from time to time. 
If any information or representation is found to be incorrect or if any material information is detected by 
us to have been suppressed by you, or any action on your part is found to be in contravention of the code of 
conduct, the company shall have the right to terminate this appointment as per the terms mentioned in 
Clause 10. 
 

6. Commencement of Agency Year:
Your first agency year is from 03/11/2023 to 30/11/2024. Subsequent Agency years shall be of 12 
months duration. The Company shall have the right to change your agency year to Calendar /Financial 
year.

7. Code of 
Conduct:
The code of conduct prescribed by the Company and Insurance Regulatory and Development Authority of 
India from time to time shall be applicable to you and shall be deemed to be a part of your appointment 
as insurance Agent(IC). Non-observance of code of conduct will make you liable for disciplinary action/ 
termination. You shall also observe the code of conduct that may be prescribed for the Insurance Agents 
by the Company from time to time. The Code of Conduct outlined in part I of Annexure-A is only 
illustrative and not exhaustive.

8. Commission / Payments:
Commission on the business procured & completed by you shall be paid as per the relevant provisions of 
the Company and in accordance with the prescribed Commission structure under the Insurance Act 
1938. (This however is subject to change from time to time). The Company shall reserve the right to vary 
the commission rates from time to time. 
In case the contract of insurance for which commission was paid to you has been cancelled for any reason 
the Company reserves the right to recover the commission already paid to you and also recover other 
consequential benefits extended to you for the cancelled contract of insurance. For the purposes of 
making recovery of commission the Company has the first lien on all future commissions and benefits 
accrued and payable to you for the insurance business solicited by you.

9. Minimum Business Guarantee Requirement:
Evaluation of your performance and continuance of your appointment as Insurance Agent(IC) shall be 
based on achievement of the Minimum Business Guarantee norms laid down by the Company from 
time to time. At present, the minimum business guarantee norms prescribed for each agency year 
along with reinstatement norms is given as part of Annexure A of this Letter. The Company at its sole 
discretion may modify by increasing or decreasing the Minimum Business Guarantee norms from time 
to time.

10. Termination/Suspension/Cessation/Resignation/Surrender of agency:
1)(A) Termination with cause: At any time during your tenure with the Company, the Company may 

cancel/ suspend this appointment and your engagement as an Insurance Agent (IC), with a prior 
notice of one month and after giving a reasonable opportunity of being heard, if you:

a) Violate the provisions of Insurance Act, 1938 and/or Insurance Regulatory and Development 
Authority Act, 1999, and/or the applicable rules/regulations/circulars made and amended from time 



Authority Act, 1999, and/or the applicable rules/regulations/circulars made and amended from time 
to time

b) Attract any of the disqualifications mentioned in Section 42 (3) of the Insurance Act, 1938

Fail to adhere to the code of conduct as stipulated by the Company and/or the code of conduct laid 
down/amended by the Insurance Regulatory and Development Authority of India.

c)

d) Violate any of the terms of this appointment letter

e) Fail to furnish any information relating to your activities as an agent as required by the Company or by 
the Insurance Regulatory and Development Authority of India from time to time.

Furnish wrong or false information; or conceal or fail to disclose material facts in the application 
submitted for appointment of agency or at any time during the period when the appointment of 
agency is valid

f)

g) Do not submit periodic returns as required by the Company or by the Insurance Regulatory and 
Development Authority of India from time to time
Do not co-operate with any inspection or enquiry conducted by the Insurance Regulatory and 
Development Authority of India

h)

Fail to resolve the complaints of the policyholders or fail to give a satisfactory reply to the Insurance 
Regulatory and Development Authority of India

i)

j) Fail to fulfil the prescribed MBG norms
Fail to adhere to the certification, training, and examination requirements prescribed by the 
Company from time to time

k)

l) Withhold and/or appropriate to your own use and/or purpose any property received for/on behalf of 
the Company.

Termination without cause: Company may terminate/suspend this appointment and your engagement 
with the Company without any cause by giving prior 30 days’ notice in writing.

(B)

2) Prior to cancellation of appointment, a show cause notice shall be issued to you at your address as per 
the Company’s records and/or by email as may be provided to you by the Company for internal 
communication and/or by an email that may have been recorded with the Company, whereby the 
Company can call for all information/data as may be deemed necessary. A period as specified in the 
notice not exceeding 21 days from the date of receipt of such show cause notice shall be given to you to 
reply to the notice along with copies of documentary or other evidence that you wish to rely or as sought 
by the Company. The said opportunity shall be used for making necessary submissions before the 
company for its consideration.3) The enquiry officer so appointed for conducting the enquiry shall give 
you reasonable opportunity of hearing to make submissions in support of your reply. In case you wish to 
appear for the hearing through any person duly authorized by you to present your case, then the same 
shall be communicated to the Company along with your representation and due approval of the 
Company shall be sought in this regard. Any request for personal appearance and hearing shall be made 
along with the reply.4) In the event of cancellation of your agency, you shall cease to act as an Insurance 
Agent (IC) of the Company from the date of the final order and shall immediately handover the 
Appointment Letter and Identity card issued to you, but in no case later than 7 days from date of receipt 
of the final order of cancellation. The Company reserves the right to initiate appropriate regulatory or 
legal proceedings if the Appointment Letter and identity card are not received within the timelines 
stipulated above. 5) In case you are aggrieved by the order of cancellation, you can prefer to submit an 
appeal to the Company within such time as may be specified by the company and/or IRDAI.6) you shall 
not be allowed to log in new business and receive commission on renewal premium pending enquiry 
and till the issuance of final order. As per the requirements prescribed by the Insurance Regulatory and 
Development Authority of India (“Authority”), such suspension shall be updated in the Centralized list of 
agents and list of black-listed agents as maintained by the Authority.7) During the period of suspension, 
no benefits under this Appointment Letter shall accrue in your favor. Upon the revocation of suspension 



no benefits under this Appointment Letter shall accrue in your favor. Upon the revocation of suspension 
of your engagement as an Agent (IC) under this Appointment Letter and consequently your agency code 
benefits shall accrue to you from the date of revocation of suspension. The Company in its sole discretion 
shall decide your entitlement for any benefit payable to you for the period of suspension in case of 
suspension of your engagement as an Agent (IC). 
MBG Norms and Reinstatement norms have been prescribed in Annexure Apart II. MBG norms and 
Reinstatement Norms as currently laid down may be subject to change at the sole discretion of the 
Company and shall be intimated to you by broadcast on the portal of the Company designed for agents 
and/or through your line Managers. 8) Termination shall take place automatically without notice in the 
event of death. 9) In case you decide to surrender/resign your agency, you shall give the Company one 
month prior notice to that effect which period or part thereof the Company may waive at its sole 
discretion depending upon the exigencies of the termination. You are required to furnish the 
Appointment Letter and Identity Card issued to you by the Company, failing which the Company reserves 
the right to refuse grant of Cessation certificate.

11. Anti – Bribery Undertakings:
During the participation in the process to negotiate and create this engagement, as well as during and 
after performance as per the terms of your appointment you shall not commit, authorize or permit any 
action which would cause the Company to be in violation of any applicable anti-bribery laws or 
regulations. This obligation applies in particular to illegitimate payments to prospects, government 
officials, representatives of public authorities or their associates, families or close friends. You agree that 
you will neither offer nor give, or agree to give, to any employee, representative or third party acting on 
behalf of the Company, nor accept, or agree to accept from any employee, representative or third party 
acting on behalf of the Company, any gift or benefit, be it monetary or otherwise, than the recipient is not 
legally entitled to with regard to the negotiation, conclusion or the performance of this Appointment 
Letter. You shall promptly notify the Company, on becoming aware of or having specific suspicion of any 
corruption with regard to the negotiation, conclusion or the performance of this contract. In case any 
prohibited payments or gifts are received or made by you as stated herein above, or if the Company has 
reasonable cause to believe that such payments or gifts have been or are being made, the Company may 
terminate this engagement with immediate effect. 
You shall also not indulge in act which amounts to rebating which is prohibited under the provisions of 
the Insurance Act, 1938 as amended from time to time.

12. No Employer - Employee Relation:
There shall be no employer-employee relationship between you and the Company and you shall 
not be entitled to any payments whatsoever other than the commissions for the proposals secured for 
the Company. You are not authorized to make any commitments which shall have a binding effect on the 
Company and any commitments or representations made by you shall be deemed to have been made 
personally and not on behalf of the Company. In case the Company incurs any loss on account of any 
wrong and unauthorized representation made by you, the Company shall have the right to recover the 
losses from you including any levy or penalty as may be levied by any statutory or Regulatory Body. 
Recovery of losses from you may also be made in the same manner as laid down for recovery of 
commission paid as mentioned hereinabove or in the manner as may be deemed fit at its sole discretion 
by the Company in this regard.

13. Disclosure of Family/Relative:
You must correctly disclose names of all your relatives who are employees of the company or in any way 
associated with the Company as a service provider. In case it is found that any of your relative is an 
employee or service provider of the Company which fact had not been disclosed by you on the earliest 
available opportunity, your engagement/appointment as Insurance Agent (IC) with the Company is 
liable to be terminated, at the sole discretion of the Company, including forfeiture of any benefits accrued 
but not paid or accruable to you in future in terms of this contract of agency or in law. The Company also 
reserves its right to recover any amounts/benefits already paid to you which in view of the Company are 
made during the period of such non-disclosure is noted.

14. Commission Payments after Termination:



You shall be paid commissions for the proposals secured till the date of your termination, no renewal 
commission shall accrue save as provided under the norms laid down by the Company relating to 
payment of commission after cessation of appointment as an Insurance Agent. Remuneration and 
Benefits shall be paid to you in accordance with the Company Policy, as amended from time to time.

15. Other Conditions:
Notwithstanding the obligation to observe the code of conduct, you shall also bind yourself to observe the 
conditions as specified below.
a) You shall conduct your business in a truly professional manner and shall keep yourself informed of the 

environmental changes both externally & internally.
You shall not adjust/ admit/ comment on any claims whatsoever or give any commitments with 
reference to the claims on insurance covers issued by the Company. Upon intimation of any claim by 
the insured(s) or insured’s representatives you must immediately inform the Company particularly 
the Company’s claim department about the said claim and simultaneously arrange for the insured or 
insured’s representatives to complete the necessary formalities pertaining to their claim for the 
Company’s immediate attention. Under no circumstances you shall, pay or settle any claim, or admit 
any liability or institute legal proceedings or represent the Company in legal proceedings in 
connection with any matter relating to the claims or business 
of the Company, without prior written approval from the Head Office of the Company.

b)

You shall not publish or cause to be published in any media, print and or web and or electronic, any 
advertisement concerning the Company or its products without the prior written approval and 
authority of the Company and further such matter to be published or caused to be published in any 
media, print or electronic shall be approved in writing by the Company. You shall not distribute any 
circular or writing concerning the Company and/or its products without the prior written approval of 
the Company. Any such matter to be published or caused to be published in any type of media 
whatsoever or any such circular or note concerning the Company shall comply with the IRDAI 
(Insurance Advertisements &Disclosures) Regulations, 2000 including its amendment of 2010 
and/or as may be amended from time to time by the Regulator (IRDAI). If any law suit shall be 
brought against the Company as a consequence of any unauthorized action or publication or 
statement of yours or the representative in any media, print, electronic or in any other form or for 
such action caused by You, all costs, loss or damages arising there from shall be borne by You. In this 
context, advertisement includes product highlights, calculators, Benefit illustrations premium 
calculators and any other material which directly or indirectly influences any person to purchase or 
retain insurance.

c)

d) You shall indemnify and keep indemnified the Company against all losses incurred by the Company 
arising out of and in connection with the insurance business solicited and procured by you by 
practicing fraud or misrepresentation made to the prospect and /or your failure to disclose to the 
Company such facts within your knowledge, which may adversely affect the risk to be underwritten.
You agree not to represent to any person directly or indirectly, for soliciting insurance business or in 
any capacity (including employment of Full time, part time, contractual or on-roll, permanent, 
temporary or Probation) business for any other Life Insurance Company or to procure insurance by or 
on behalf of other life insurance companies during the currency of this relationship. You shall offer all 
new business solely and exclusively to the Company.

e)

You shall not directly or indirectly give any rebate of premium or offer any reduction/Inducement to 
any prospect or accept any remuneration either in cash or kind from any prospect. You shall be 
terminated if found guilty of rebating. You are requested to note that as per the provisions of Section 
41 of the Insurance Act, 1938, any person making default in complying with the provisions of this 
section shall be liable for penalty which may extend to ten lakhs rupees for which Company reserves 
the right to recover from you the said penalty amount in the way as it may deems fit including any 
appropriate legal Action in this regard.

f)

g
)

You shall render courteous, prompt and satisfactory service to policyholders.



h) You shall not interfere with any other proposal introduced by any other Insurance Agent(IC).
i) You shall take every precaution to protect confidentiality of client information with respect to 

policy/ies and personal affairs and shall not make public any such information.
j) You shall maintain utmost confidentiality of the business details shared with you by the Company 

during the relationship or thereafter.

k) You shall not make mis-representation or any false or misleading statements in the course of selling 
or servicing a policy to the prospect/policyholder.
You shall bring to the notice of the Company immediately; in case you attract any disqualification as 
per Insurance Act 1938 or Regulations of IRDAI to act as an Insurance Agent.

l)

m) You shall be bound by the insurance Agency rules of the company and any amendments made 
therein which shall be communicated to you from time to time or posted on the portal of the 
Company designed for agents and shall be deemed to have been automatically incorporated herein 
being binding at all times.
You shall bring to the notice of the Insurance Company any proposal made by a prospect or any 
insurance business that is initially procured by you wherein you have a suspicion of a transaction 
which involves aspects of Money Laundering. You shall not solicit or procure insurance business 
which you know is for the purposes of Money Laundering and thereby expose the Company to risk 
relating to Money Laundering.

n)

o) You shall be required to comply with the applicable provisions of the Insurance Act, 1938, IRDAI 
circulars, guidelines, regulations and any directions issued by IRDAI or by the Company and amended 
thereto from time to time.
You shall not directly or through a tele-caller solicit and procure insurance business through any of 
the distance marketing mode.

p)

Indemnities:16.
Without prejudice to any other rights of the Company you shall indemnify the Company and keep safe 
and harmless at all times from all costs, expenses, losses, outgoings, damages of every kind including 
legal fee and expenses which the Company may at any time incur or pay on account of any claim, 
attachment, or other legal process or order of any kind which may be served upon the Company by 
reason of breach by you of any of the conditions of the Code Of Conduct, the insurance agency related 
rules of the company, violation of laws including but not limited to Insurance laws, and/or any other 
regulations which may be applicable to the insurance Agents from time to time or any of the 
Terms of this Agency Appointment Letter. Failure to adhere to any of the obligations of the terms of this 
engagement by the agent(IC) shall give the Company right to initiate appropriate legal action which 
shall be in addition to the right of the Company to recover all the monies paid to you and any other losses 
of any nature, direct or indirect, that the Company incurs including liquidated damages. Any such 
recovery can be done by withholding of any amounts that may be due or become due in future. 
The Indemnity shall extend to costs, expenses, losses, outgoings, damages of every kind including legal 
fee and expenses which the Company may at any time incur or pay on account of any regulatory or 
statutory penalty imposed by Insurance Regulatory and Development Authority of India or any other 
Governmental and Statutory Authority.

17. Severability
“If any of the provisions of this Appointment Letter shall be deemed invalid or unenforceable by any court 
of competent jurisdiction or by any change in the relevant regulations prescribed by the IRDAI, the 
remainder of this Appointment Letter, other than the portion so deemed invalid or unenforceable, shall 
remain unaffected thereby and each valid provision and/or terms and conditions of this Appointment 
Letter shall be enforced to the fullest extent permitted by law.”

18. Jurisdiction:
This Appointment Letter shall be governed by the laws of India and in the event of any dispute, the courts 
at Pune shall have the jurisdiction to deal with the matter.



19. Issuance of Cessation Certificate:
Cessation Certificate for any purpose shall be issued as per the provisions of the Guidelines on 
Appointment of Insurance Agents dated 15th April, 2016 issued by IRDAI as well as the Company’s policy 
as applicable and as amended from time to time.

20. Interpretation
“Any and all clauses of this Appointment Letter shall be interpreted in accordance with the Insurance 
Regulatory and Development Authority of India (Appointment of Insurance Agents) Regulations, 2016 
and any and all laws in force in the country.”

21. Lien on Commission:
Bajaj Allianz Life Insurance Company Limited shall have lien on all commission payable to you under the 
terms of this Appointment Letter and the Company shall be entitled to recover any amount on account of 
any loss sustained by the Company arising out of any act or omission on your part or any amount 
recoverable from you, out of the commission payable to you. This lien shall be exercised by the Company 
without prejudice to other legal remedy available to the Company in law.

22. Acceptance:
It will be deemed that you have accepted the terms and conditions of your appointment, as set out in this 
Appointment Letter and its Annexures, by logging in an application for the Company’s insurance product 
using your IC Code.

Wishing you all the best in your future career.

Yours faithfully,

Name of the Designated Official: Subhendu Kumar Mishra



Part I: Code and Conduct

Annexure A

You shall adhere to the code of conduct specified below at all times during the relationship between you and 
the Company. This code of conduct shall be read as part of the Appointment Letter and any violation thereof 
shall entitle the Company to terminate the Agency forthwith without any further notice

I) You shall,

a) Identify yourself at all times as an Insurance Agent (IC) of the Company;
b) Show the agency identity card to the prospect, and also disclose your agency Appointment Letter to 

the prospect on demand;
c) Disseminate the requisite information in respect of insurance products offered for sale by your insurer 

and take into account the needs of the prospect while recommending a specific insurance plan;
Where you are representing more than one insurance company offering same line of products, you 
should dispassionately advice the policyholder on the products of all insurers whom you are 
representing and the product best suited to the specific needs of the prospect.

d)

e) Disclose the scales of commission in respect of the insurance product offered for sale, if asked by the 
prospect;

f) Indicate the premium to be charged by the insurer for the insurance product offered for sale;
g) Explain to the prospect the nature of information required in the proposal form by the Company, and 

also the importance of disclosure of material information in the purchase of an insurance contract;
h) Bring to the notice of the Company any adverse habits or income inconsistency of the prospect, in the 

form of a report called “Insurance Agent’s Confidential Report” along with every proposal submitted 
to the Company, and any material fact that may adversely affect the underwriting decision of the 
Company as regards acceptance of the proposal, by making all reasonable enquiries about the 
prospect;
Obtain the requisite documents at the time of filling the proposal form and other documents 
subsequently asked for by the Company for completion of the proposal;

i)

j) Advise every prospect to effect nomination under the policy
k) Inform promptly the prospect about the acceptance or rejection of the proposal by the Company;
l) Render necessary assistance and advice to every policyholder on all policy servicing matters including 

assignment of policy, change of address or exercise of options under the policy or any other policy 
service, wherever necessary;

m)Render necessary assistance to the policyholders or claimants or beneficiaries in complying with the 
requirements for settlement of claims by the Company;

(II) You shall not,

a) Solicit or procure insurance business without being appointed to act as such by the Company
b) Induce the prospect to omit any material information in the proposal form;
c) Induce the prospect to submit wrong information in the proposal form or documents submitted to the 

Company for acceptance of the proposal;d)
Resort to multilevel marketing for soliciting and procuring insurance policies and/or induct any 
prospect/ policyholder to join a multilevel level marketing scheme.

e) Behave in a discourteous manner with the prospect;
f) Interfere with any proposal introduced by any other Insurance Agent;



g) Offer different rates, advantages, terms and conditions other than those offered by the Company;
h) Demand or receive a share of proceeds from the beneficiary under an insurance contract;
i) Force a policyholder to terminate the existing policy and to effect a new policy from him within three 

years from the date of such termination of the earlier policy;
j) Apply for fresh agency appointment to act as an Insurance Agent, if your agency appointment was 

earlier cancelled by the designated official on grounds of fraud, misconduct and/or misrepresentation, 
and a period of five years has not elapsed from the date of such cancellation;
Become or remain a director of any insurance company;k)

Annexure B
Declaration to abide by the Aadhaar regulations.

I hereby undertake that in addition to any other compliance requirements prescribed under your 
Appointment Letter as well as otherwise applicable under law, I shall ensure compliance with the 
below mentioned requirements under Aadhaar (Targeted Delivery of Financial and other subsidies, 
Benefits and Services) Act, 2016, Aadhaar and other laws (Amendment) Act, 2019 and regulations 
there under as amended from time to time.
Ensure to obtain consent of the person while collecting his Aadhaar detail.

1. Collection of Aadhaar shall be purpose specific.

2. The Aadhaar holder shall be informed of the alternatives of Aadhaar details for providing identity 
information.

3. Aadhaar details shall not be shared with any third party unless the Aadhaar holder has been informed 
about the same in writing.

4. No Aadhaar related information collected shall be published or displayed publicly.

5. The identity information/ Aadhaar details collected shall be kept confidential, secured and 
protected against any third-party access.

Signature of the witness

Encl.: 1) Agent Identity Card

You shall,

a) With a view to conserve the insurance business already procured through you, make every attempt to 
ensure remittance of the premiums by the policyholders within the stipulated time, by giving notice to 
the policyholder orally and in writing;

b) Be bound by the insurance agency rules & regulations of the company and the amendments thereof as 
communicated to you from time to time or posted on the portal of the Company designed for 
Insurance Agents and such communications shall be deemed to have been incorporated herein being 
binding at all times.

Part II: Minimum Business Guarantee Norms of Insurance Agent (IC)



The Minimum Business Guarantee (MBG) norms stipulated for an Insurance Agent (IC) in his/her 
Agency Year is given below. MBG norms are however subject to change from time to time. The Company 
in its sole discretion reserves the right not to enforce Termination of your insurance agency on grounds of 
non- achievement of Minimum Business Guarantee norms laid down by the Company in any agency year. 
Agents have to adhere to the following MBG norms during all his/her Agency year, which is given below. 
An Insurance Agent (IC) is liable for termination or suspension in case he/she fails to achieve the 
mentioned MBG norms. Lapsed policies and/or the lapse of corresponding Premium shall not be taken 
into account at the time of MBG assessment.
For further details, please refer to our latest Reinstatement Norms.

Period MBG norms per Agency Year

Agency Year

a) For the first agency year – Sourcing of at least 1 policy  
b) For the second agency year and onwards - Sourcing of at least 1   policy, or
minimum 2 active customers (other than single premium policy holder), who is
sourced by or allotted to the agent, paying all the due renewal premiums on the
policy during that agency year 

MBG Review will be done every month & in case the criteria for MBG norms are not achieved in a year, the 
agency shall be suspended.

REINSTATEMENT NORMS FOR THE AGENCY TERMINATED FOR NON ACHIVEMENT OF MBG.

For Reinstatement of insurance agency deactivated or suspended on grounds of non-achievement of 
minimum business validation target as mentioned herein above, you/Agent shall continue to have the right 
to solicit and procure insurance business for the Company for the purposes of achievement of targets 
prescribed for reinstatement of your/Agent’s insurance agency for which the following business targets are 
required to be achieved:

Period MBG norms per Agency Year
For Agency Year
wherein MBG was not
complied

Application in writing by IC, along with a fresh proposal for at least1 (One) new
policy successfully sourced by Agent and issued by BALIC.i.e. An Agent upon
termination/ suspension of his agency can apply for

Reinstatement review will be done every month & in case the Reinstatement norms are not achieved within 
30 days from the date of Reinstatement, the agency shall be terminated/deactivated further.

On reinstatement MBG norms needs to be complied for the agency year in which Insurance Code has been 
reinstated.

Reinstatement of insurance agency terminated or deactivated on grounds of non-achievement of minimum 
business guarantee norms, can be considered subject to reinstatement norms made. However during the 
period of deactivation or termination on grounds of non-achievement of MBG norms, the insurance agent will 
not be allowed to or entitled to receive commission on renewal premium for the business already sourced.
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Offer: BUSINESS PROCESS SERVICES
Ref: TCSL/DT20223615411/Kolkata/BPS/BTN
Date: 24/08/2023

Ms. Madhvi Anand  Chaudhary
Near Sanjay Video Hall
Tehta Bazaar
Tehta Station (Jehanabad)
Patna-804427
Bihar
Tel# -

Dear Ms. Madhvi Anand  Chaudhary,

Sub: Letter of Offer and Terms of Traineeship

Thank you for exploring training opportunities with Tata Consultancy Services Limited(TCSL). You have successfully 
completed our initial selection process and we are pleased to make you an offer as "Trainee BPS" for a period of 12 
months. During this period you will be paid a stipend of Rs. 10,660/- per month.You will be engaged as a Trainee / 
Apprentice under the model / certified Standing Orders (as the case may be) applicable to you. 

Kindly confirm your acceptance of this traineeship by proposing your date of joining and signing Annexure 1. If not 
accepted within 7 days of receipt, this offer is liable to lapse at the discretion of the Company. You may handover your 
acceptance letter to the HR Officer/ Induction Officer at any of our offices. 

After you accept this letter of traineeship and clear the medical check-up, and background check you will be given a 
letter of appointment as a trainee indicating the details of your joining date and initial place of posting after completing 
joining formalities as per company policy. 

TCS decision of releasing the Offer of Traineeship and allowing you to join the organization before completion of your 
final Graduation examination which has been uncertainly delayed owing to COVID-19 Pandemic, shall not be 
construed as a waiver of the condition specified in the Terms of Traineeship under clause 'Pre-requisites of 
Traineeship'. The status of your Graduation completion will be reviewed periodically. The Management reserves the 
right to revoke this Offer of Traineeship if it is later established that you could not successfully complete your 
Graduation without any pending arrears/backlogs. 
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OTHER BENEFITS

1. Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependents under the company's Health 
Insurance Scheme (HIS). 

Entitlement - Under this scheme, you and your enrolled dependents will be entitled for Rs. 5, 00,000/- as a family 
cover under the default HIS plan towards hospitalization expenses. 

Premium rates and contribution will be applicable as per the TCS Health Insurance Policy and the amendment 
made therein from time to time. You have the flexibility to choose a plan which is higher than the default HIS plan 
during the permitted window, by paying the applicable additional premium plus taxes. 

*Note: The above Health Insurance Scheme is subject to revision. The policy changes if any, in future, will prevail 
. For further details, please refer to the policy document 

2. Professional Memberships:
You will be eligible for reimbursement of expenses towards professional membership as per TCSL 's policy. 

3. Social Security - Employees' State Insurance:
The company will contribute 3.25% of your stipend or such amount as determined by law towards ESI
contribution till you remain covered under Employee's State Insurance Act, 1948.

4. Compensation Benefits under ESI Act / Employees' Compensation Act:
If you are covered under Employees State Insurance Act (ESI Act), you are entitled to claim the benefits in the 
event of accidental injury resulting into death or disablement arising out of and in the course of employment, from 
Employees' State Insurance Corporation. 

If you are out of the purview of ESI Act, you will be eligible for compensation benefit in the event of disablement 
arising out of and in the course of employment as per applicable Company policy. In the event of death arising out 
of and in the course of employment, your beneficiary will be eligible for compensation as per the Company's 
policy. For more details on this, refer TCS India policy - Afterlife Benefits and TCS India policy - Health Insurance 
after joining the organization. 

* Inclusion or exclusion of an employee under 'Employee State Insurance Corporation' is as defined as per the 
ESIC Act 

5. Night Shift Stipend:
Trainees assigned to night shifts for training would be eligible for a Night Shift Stipend of Rs. 200/- per shift 
as per the company policy. 

6. Process Specific Stipend:
Based on your allocation, to a process and on account of the process complexity involved, you may be eligible for 
additional process specific stipend, as defined by the Company. 

TERMS OF TRAINEESHIP

1. Traineeship Pre-requisites
Your appointment as a Trainee / Apprentice under the model / certified Standing Order will be subject to 
successful completion of your graduation examination without any pending arrears / back logs during the entire 
course duration. 
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It is clearly understood, agreed and made abundantly clear that in case you do not successfully clear your 
graduation your traineeship with TCSL will be discontinued without any notice or notice pay 

It is mandatory to declare the gaps / arrears / back log, if any, during your academics and work experience. The 
management reserves the right to withdraw/revoke the offer of traineeship at any time at its sole discretion in case 
of any discrepancy or false information is found in the details submitted by you. 

2. Traineeship Period:
During the period of your training of 12 months, you may be required to undergo classroom and on the job 
training. During this period, you may be appraised to evaluate your performance and if your performance is found 
to be satisfactory, you may be absorbed / appointed in the regular employment of the Company at its sole 
discretion. 

It is hereby specifically clarified that the Company is under no obligation whatsoever to absorb / appoint you on 
regular basis upon successful completion of your training period of 12 months. You shall not be deemed to have 
been absorbed / appointed in the regular employment of the company, unless & until you receive a written 
communication in this regard from the Company. 

If your performance is found unsatisfactory, TCSL may terminate your traineeship forthwith by giving you 30 
calendar days' notice in writing or payment of stipend for 30 calendar days in lieu thereof. 

If you remain on unauthorized absence for a consecutive period of 3 days during the training programme without 
authorisation or intimation, a presumption shall arise that you have abandoned your traineeship and the company 
shall be entitled to disqualify and disentitle you forthwith for any further training and your name is liable to be 
automatically stand discontinued from the list of ILP trainees without any further intimation / separate 
communication to you. 

3. Hours of Training:
You may be required to undergo training in shifts and / or in extended training hours as permitted by law. 

4. Leave:
You will be entitled for leaves as per the company's policy. 

5. Transport:
TCS BPS provides company transport facility within a pre-defined radius for each location as defined in the 
company transport policy. TCS employees living beyond these boundaries would be required to make their own 
arrangements and the routes are predetermined and not permitted to be varied under any circumstances. The 
company will make appropriate provisions for those working in night shift as permitted by law/ policy. 

6. Alternative Occupation / Traineeship:
During the period of your traineeship at TCSL , you are not permitted to undertake any other traineeship, 
employment, business, assume any public or private office, honorary or remunerative, without the prior written 
permission of the company. 

7. Confidentiality, Data and Intellectual Property Protection:
As part of the joining formalities, you are required to sign a Confidentiality, Data and IP Protection Terms, which 
aims to protect the intellectual property rights and business information of TCSL and its clients. The detailed 
Confidentiality, Data and IP Protection related terms and conditions are set out in Annexure 2 

8. Work in SBWS mode:
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model framework that allows 
seamless deployment of virtual workspaces in a secure manner that enables flexible working options aligned to its 
business objectives. You may be required to work either from TCS offices/TCS Client offices or from home 
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(remote working) as per the requirements of the project or group you are assigned to work with and as 
communicated to you by the Unit HR or your supervisor. You are required to abide by the Policy and / or 
Guidelines issued by TCS from time to time while operating within this framework. For more details, please refer 
the Policy / Guideline document on Remote Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such flexible working and ensure 
adherence to TCS Security Policies/Protocols and Confidentiality obligations at all times. 

9. TATA Code of Conduct:
You are required to sign the TATA Code of Conduct and follow the same in your day to day conduct as a trainee 
of TCSL . 

10.  Notice Period:
You will have to give at least 30 calendar days' prior notice in writing before discontinuing your traineeship with the 
Company. The Company may discontinue your traineeship by giving you 30 calendar days' notice in writing or 
payment of stipend for 30 days in lieu thereof. 

11.  Medical Test:
You are required to undergo a pre-Traineeship medical check-up and obtain a fitness certificate from the 
registered medical practitioner/Doctor. This is a pre-condition for Traineeship. Please collect the medical check-up 
authorization letter from the company HR executive, at the time of submitting your written acceptance of this offer. 
To verify your identification, we request you to carry a photograph and a photo identification document issued by 
government like passport, PAN card, Election Card, Driving License etc. If you are a campus recruit, you may 
produce your current educational institute`s photo identification card in the absence of government photo 
identification document. 

Retention of reasonable medical fitness is also a condition of Traineeship. The company also reserves the right to 
get yourself examined by a doctor at any time during your Traineeship and futher employment(if absorbed in 
Regular Employment) to ascertain your medical fitness. The opinion of the doctor appointed by the company shall 
be final and binding on both parties. Your failure, refusal or inability to appear for such medical examination will 
result in the determination of your Traineeship or Employment as the case may be without any notice or notice 
pay in lieu of notice. 

Your Traineeship or further Employment (if absorbed in Regular Employment) is liable to be discontinued / 
terminated on account of your continued ill health or if you are found to be medically unfit for the job as may be 
certified by the company's doctor. 

12. Background Check:
Your traineeship will be subject to a background check in line with the Company's background check policy. A 
specially appointed agency will conduct internal and external background checks. Normally, such checks are 
completed within one month of joining. If the background checks are unfavorable or at a variance with your own 
declarations, your traineeship will be discontinued without any notice. 

13. Submission of Documents:
At the time of your joining traineeship, photocopy of the following documents should be submitted. Please carry 
the original copies for verification. 

- Standard X and XII Mark sheets equivalent
- Degree certificate and mark sheets for all semesters
- Postgraduate degree certificate and mark sheets for all semesters (if you are a Post-graduate)
- Birth Certificate / Proof of Age
- Passport
- 6 photographs - passport size
- An affidavit / notarised undertaking that there is no criminal offence registered/pending against you.
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Your original documents will be returned to you after verification. 

14. Initial Learning Programme (ILP)
On joining TCSL as Trainee, you will be given the benefit of formal & on the job training ("Initial Learning 
Programme") at the location, as identified, for such a period as TCSL may decide. The said training 
programme forms a critical part of your traineeship and is an ongoing process. TCSL continues to make 
investment on training and development of its trainees. This will be of immense value to you and a large part of 
ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing process and a formal 
evaluation will be carried out during the training. We would request that the training be taken very seriously to 
enable you to add maximum value to your professional and personal growth. 

15. Letter of Appointment
Your will be issued a letter of appointment on your joining and after completing joining formalities as per 
TCSL policy 

16. Personal Data Processing:
Your personal data collected and developed during recruitment process will be processed in accordance with the 
TCS Data Privacy Policy. The personal data referred therein are details related to contact, family, education, 
personal identifiers issued by government, social profile, background references, previous employment and 
experience, medical history, skillset, proficiency and certifications, job profile and your career aspirations. 

It will be processed for various organizational purposes such as recruitment, onboarding, background check, 
project assignment, performance management, job rotation, career development including at leadership level, 
diversity and inclusion initiatives, global mobility, wellness program, statutory and legal requirements and specific 
organizational initiatives in force during your tenure in TCS. 

After you join TCS, there would be more sets of Personal Information (PI) attributes processed for various 
legitimate purposes. All of it will be processed with compliance to applicable laws and the TCS Data Privacy 
Policy. In some scenarios of your PI processing, you will be provided with appropriate notice and/or explicit 
consent might be obtained from time to time. 

For the purposes mentioned above, your required PI may be shared with specific vendor organizations who 
provide services to TCS, e.g. background check, health insurance, counselling, travel, transport and visa, payroll 
services, associate engagement activities, and financial and taxation services. 

As TCS is a global company, your PI may be shared with entities outside India, limited for the purposes mentioned 
above and/or in this offer letter. 

In case of oversees deputation, available privacy rights would be governed as per regulatory provisions and / or 
TCS policies/notice provided applicable at your overseas location. 

17. Terms and conditions:
The above terms and conditions of traineeship are specific to your traineeship period in India. 

18. Rules and Regulations of the Company:
Your traineeship will be governed by the policies, rules, regulations, practices, processes and procedures of the 
Company as applicable to you and the changes therein from time to time. 

19. Compliance to all clauses:
You will be required to fulfill all the terms and conditions mentioned in this letter of offer of traineeship. Any failure 
to fulfill any term and /or condition and/or failure to clear any test successfully would entitle TCSL in 
withdrawing this letter of traineeship at its sole discretion. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not interested in the 
Traineeship and this offer will be automatically withdrawn. Post acceptance of TCSL offer letter if you fail to join on 
the date provided in the TCSL joining letter, the offer will stand automatically terminated at the sole discretion of 
TCSL . 

We look forward to having you in our global team. 

Yours Sincerely, 

For Tata Consultancy Services Limited. 
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Girish V. Nandimath
Global Head, Talent Acquisition & Academic Interface

Click Here or use a QR code scanner from your

mobile to validate the offer letter

Encl: Annexure 1: Acceptance
        Annexure 2: Confidentiality, Data and Intellectual Property Protection Terms

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=iL8iiq8iFZFFZ3FZLqL8L9L83TxUpFpF3TxUL8L88q884644LTL89ZpZ9FpZbiLi6Z66p3pF6i6


ANNEXURE 1

For the candidate to complete:

This is to confirm that I have received the letter of offer and Terms of Traineeship ref No   
TCSL/DT20223615411/Kolkata/BPS/BTN on _____________ (MMM/DD/YYYY).   
I hereby accept this Offer and intend to join traineeship on:

Signature:

Name:
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Annexure 2

                                   Confidentiality, Data and Intellectual Property Protection Terms

1. Confidential Information
"Conf ident ia l  Informat ion" shal l  mean al l  Invent ions and Know-how, informat ion and mater ia l  
of TCS and its subsidiaries as applicable (Collectively termed as TCS) (including for avoidance of doubt any 
Confidential Information of its Clients) that comes into the possession or know of the Associate and shall include 
the following: 

(a) Any and all information processing programs, software, properties, items, information, data, material or any 
nature whatsoever or any parts thereof, additions thereto and materials related thereto, produced or created at 
any time by TCS or the Associate in the course of or in connection with or arising out of the Associate's 
association with TCS. Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, manufacture, operation, 
specifications, use and services of the TCS equipment and components, including, but not limited to, engineering 
and laboratory notebooks, reports, process data, test data, performance data, inventions, trade secrets, systems, 
software, object codes, source codes, copyrighted matters, methods, drawings, computations, calculations, 
computer programs, narrations, flow charts and all documentation therefore and all copies thereof (including for 
avoidance of doubt any such material belonging to the Clients of TCS) 

(c) Corporate strategies and other confidential and proprietary material and information, which could cause 
competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, gathered or collected or 
obtained by the Associate in the course of or arising out of the association with TCS or while in or in connection 
with or for the purposes of his/her association with TCS or any of the operations and entrusted by TCS to the 
Associate. 

2. Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade secret of TCS. Associate 
agrees not to use, or cause to be used, or disclose or divulge or part with either directly or indirectly any 
Confidential Information for the benefit of or to any third parties except for or on behalf of or as directed or 
authorized by TCS or to a person having a valid contract with TCS . Upon termination of employment, the 
Associate agrees to surrender to TCS all Confidential Information that he or she may then possess or have under 
his or her control. 

3. Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential Information shall at all times 
vest in and remain with or belong to TCS and Associate shall have no right title or claim of any nature whatsoever 
in the Confidential Information. Associate shall promptly disclose to an authorized officer of TCS all inventions, 
ideas, innovations, discoveries, improvements, suggestions, or reports and enhancements made, created, 
developed, conceived or devised by him or her arising out of his or her engagement with TCS, including in the 
course of provision of services to the Clients of TCS and Associate hereby agrees and confirms that all such 
intellectual property rights shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any interest in and to any 
domestic or foreign patent rights, trademarks, trade names copyrights and trade secret rights therein and any 
renewals thereof. On request of TCS, Associate shall execute from time to time, during or after the termination of 
his or her employment, such further instruments, including without limitations, applications for letters of patent, 
trademarks, trade names and copyrights or assignments thereof, as may be deemed necessary or desirable by 
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TCS to perfect the title of TCS in the intellectual property rights and to effectuate the provisions hereof. All 
expenses of filling or prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any such applications. Associate 
hereby expressly waives any "artist's rights" or "moral rights", which Associate might otherwise have in such 
intellectual property rights. 

4. Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no knowledge of the 
Confidential Information of TCS and that such Confidential Information is of a confidential and secret character 
and is vital to the continued success of TCS's business. Associate further acknowledges that he or she is 
associated with TCS in a capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential Information, it is necessary 
for TCS to protect such Confidential Information by holding it secret and confidential. 

5. Use of third party material
Associate expressly agrees that Associate shall not in the course of his or her association with TCS and while 
working on the premises or facilities of TCS or its Clients or in connection with the development of any intellectual 
property rights or work for or on behalf of TCS; 

a) use any third party material or intellectual property rights except those intellectual property rights provided by 
TCS or expressly authorised by TCS or without having proper authorisation or license or approval of the 
respective owner of such intellectual property rights. 

b) Participate in any activity for creation (including conception, design, development, testing, implementation, 
support or marketing) of any Intellectual Property for or on behalf of TCS or its affiliates if Associate has been 
exposed, directly or indirectly, to any Third Party IP which is in the same subject area (such as research area, 
technology or application area) as, or which is same or similar to, the Intellectual Property or any portion thereof, 
to be so created, unless; 

i) Associate has expressly declared to TCS in a prescribed form whether such exposure was owing to publically 
available information or under and subject to any agreement; AND 

ii) TCS has expressly confirmed to the Associate that TCS has proper authorization or license or approval of the 
respective owner of such Third Party IP to use the same in Intellectual Property or portion thereof to be created 
and authorized in writing Associate's participation in such activity. 

c) knowingly access, make reference to or use any Third Party IP (except as permitted under Section 5(a), 
directly or indirectly, during the period of association with the creation (conception, design, development, testing, 
implementation, support or marketing) of TCS Intellectual Property or portion thereof, which is in the same subject 
area of TCS Intellectual Property or which is same or similar to such TCS Intellectual Property or portion thereof 
being created. In case, Associate access or is exposed to any such Third Party IP during such association, 
Associate shall promptly bring it to the notice of TCS IP asset owner or TCS project manager in writing and 
immediately cease to participate in any such activity 

6. Security policies and Guidelines.
6.1 Associate agrees to abide by and be bound by any and all policies, documents, guidelines and processes 
including IP, Information Security and Confidentiality of TCS in force from time to time whether expressly 
endorsed or not. 

6.2 Associate acknowledge and agree that in the course of, and as a result of his/her engagement with TCS, 
Associate will have access to, obtain or come across personal data or information of other TCS Associates or 
Clients, including without limitation, sensitive personal data or information (collectively "Personal Data and 
Information") within the meaning of the applicable Indian Law and Rules or any other applicable Law, directive or 
regulation anywhere in the world. In respect of any such Personal Data and Information accessed, obtained, 
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acquired or processed by Associate for and on behalf of TCS, its affiliates or Clients, Associate undertake that 
he/she will: 

(a) process the Personal Data and Information only on behalf of TCS, its Affiliates or Clients, as the case may be, 
and only on and in accordance with instructions received from the data controller from time to time; 

(b) abide by such technical and organizational measures necessary to prevent the accidental or 
unlawful destruction or accidental loss, alteration, un-authorized disclosure or access to the Personal Data and 
Information; 

(c) promptly (and in any event within 24 hours of awareness) bring to notice of TCS or its Affiliates, as the case 
may be, of any actual or suspected incident of unauthorized or accidental disclosure of, or access to, the Personal 
Data and Information or other breach of this section (a "Security Breach"); 

(d) promptly provide TCS with all information in Associate's notice, possession or control concerning any Security 
Breach and not make any public announcement regarding a Security Breach without TCS's prior written consent; 

(e) not do, or omit to do, anything, which would cause TCS or any of its employees, officers or agents to be in 
breach of its obligations under any privacy or data protection policy, regulation or legislation; 

(f) upon expiry or termination of Associate's engagement with TCS, return all copies of the Personal Data and 
Information to TCS in Associate's possession or control; and 

(g) promptly bring to TCS notice of any request received from a data subject to have access to his/her Personal 
Data and Information or of any other communication relating to the access, use or processing of any Personal 
Data and Information (including any notice from the regulatory body) and fully co-operate and assist TCS in 
relation to any such request or communication. 

6.3 Associate expressly consent that TCS and/or its affiliates may collect, use, transfer, retain or otherwise 
process Associate's Personal Data and Information in connection with his/her engagement with TCS, in 
accordance with the then / current TCS policies and procedures and applicable privacy and data protection 
legislation. TCS may use third party services or sub-contractors to collect or otherwise process Associate's 
Personal Data and Information for which TCS shall remain responsible for such third party services provider or 
sub-contractor's compliance with TCS's obligations hereunder. 

7. Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client's premises or from home (remote working) as per 
the directions of supervisor and / or the provisions of the applicable policy. 

Associate understands that working in this hybrid environment may have higher confidentiality and information 
security risks. Associate acknowledges that when working remotely the Associate: 

a) Will work only in a private, secured work area in compliance with the guidelines issued and amended from time 
to time. 

b) Will comply with and work in a manner consistent with TCS Data Privacy and Security Policies/Protocols. 

c) Will bring to the notice of HR of the Unit to any circumstances that prevent Associate from working in a manner 
consistent with TCS data privacy and security policies/ protocols. 

d) Will inform the HR of the Unit if the Associate shares a home with any family member or an individual who is 
employed by a competitor of TCS or TCS client the Associate is assigned to, or if any other circumstances at 
home exist which implicates the TCS Code of Conduct Conflict of Interest provision. 
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e) Will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure obligations. 

f) Will be using the Company allotted laptop or similar authorized computing device (together called "official 
asset") only to connect to TCS network/customer network through authorized means (or the Customer provided 
laptop to access the customer network if so, mandated by the Customer). 

g) Will not allow anybody to share the official asset being used. 

8. Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, sell, incorporate or 
otherwise exploit, for his or her own use or for any other purpose, any of the Confidential Information including 
intellectual properties of TCS that is or may be revealed to him or her by TCS or which may in the course of his or 
her employment with TCS come into his or her possession or knowledge unless specifically authorized to do so in 
writing by TCS. 

9. No License
TCS and Associate agree that no license under any patent or copyright now existing or hereafter obtained by TCS 
is granted, agreed to be granted, or implied by the terms of this Agreement, or by the disclosure to Associate of 
the Confidential Information. 

10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession and / or knowledge of 
Associate is of a unique, highly confidential and proprietary nature. It is further acknowledged by Associate that 
the disclosure, distribution, dissemination and / or release by Associate of the Confidential Information without the 
prior written consent of TCS or any breach of the Confidentiality, Data and IP Protection Terms by Associate will 
cause TCS to suffer severe, immediate and irreparable damage and that upon any such breach or any threat 
thereof, TCS shall without prejudice to any other remedies available to it, be entitled to appropriate equitable relief 
including the relief of specific performance and injunctive relief, in addition to whatever remedies it might have at 
law. 

11.  General
(a)The provisions hereof shall be interpreted, determined and enforced in accordance with the laws of India. 

(b)In the event of any dispute or disagreement over the interpretation of any of the terms herein 
contained or any claim or liability of any party, the same shall be referred to a person to be nominated by TCS, 
whose decision shall be final and binding upon the parties hereto. Subject to the above, the arbitration shall be 
governed by the Arbitration and Conciliation Act, 1996 or any modifications or re-enactment thereof. Associate 
confirms that the fact that the arbitrator shall be a nominee of TCS shall not be a ground for objecting to such 
arbitration or challenging the decision of the arbitrator. The venue of arbitration shall be Mumbai. Subject to the 
above arbitration clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the laws of 
India. 

(c)If any provision hereof shall be found by a judicial tribunal to be contrary to governing law, it shall be deemed 
null and void without annulling or rendering invalid the remainder of the Agreement and if the invalid portion is 
such that the remainder cannot be sustained without it, the Parties herein shall find a suitable replacement to the 
invalid portion that shall be legally valid. 

(d)This Confidentiality, Data and IP Protection Terms along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the parties and supersedes all 
prior agreements and understandings pertaining to the subject matter thereof. No delay of omission of either Party 
in exercising or enforcing any of their rights or remedies hereunder shall constitute a waiver thereof. 

(e)This Confidentiality, Data and IP Protection Terms may not be amended except in writing signed by authorized 
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representatives of both parties. 

(f)The obligations of Associate in terms of this Confidentiality, Data and IP Protection Terms shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall continue thereafter in 
perpetuity. 

Please complete and return these documents to the TCSL HR executive, within 7 days of receiving this 
offer. 

This is to confirm that I have received the Letter of Offer on ________________ . 

I hereby accept this Offer and intend to join service on__________________. 

Name: 

Address: 

Signature: 

Date: 
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Offer Letter for Employment 

Aug 25, 2023 
 
To, 
Manan Anand, 
 
Greetings for the day! 
 
Subsequent to your interview with us, we are pleased to inform that you have been selected as 
“Svatantra Risk Officer” for Guraru. 
 
You are scheduled to join us on September 04, 2023. 

We take this opportunity to congratulate you on your new job and wish you all the best for your new 
assignment. 

You are requested to report on September 04, 2023 by 09.30 AM at the below mentioned address: 

Svatantra Microfin Private Limited 
Patna -  C/O-Arpita Anand/Smriti Smita, Shashi Complex, Pillar No-38, Opposite Punjab National 
Bank, Rajabazar, Patna, Bihar - 800014 
 
This offer stands cancelled after September 04, 2023. 
 
You will be entitled to receive Compensation and Benefits of INR CTC 280000/-per annum (Annexure 
attached herewith), subject to various deductions as per Company and Government policy from time 
to time. 
 
In the event of your employment, in case you voluntary resign within One (1) year from your date of 
joining the company, you will be required to pay the recruitment expenses, over and above any 
other expenses which has been incurred during your tenure. 
 
Kindly note that this offer is valid subject to an acceptable feedback from your reference check, CIBIL 
check wherever applicable and antecedent check. 
 
We welcome you to Svatantra Microfin Pvt. Ltd. And hope it would be the beginning of a long and 
mutually beneficial association. 

Kindly sign this letter as an acknowledgement of your acceptance of this offer letter and reply with 
the scanned copy of this letter. 

Yours Sincerely,  
 
KRANTI SETY  
PRESIDENT - HUMAN RESOURCES 
SVATANTRA MICROFIN PVT. LTD. 



 
 
 
 

ANNEXURE 
 

ANNUAL COMPENSATION BREAKUP  

Name of the Employee   Manan Anand 

Designation  Svatantra Risk Officer 

Department  Risk 

Date of Joining  September 04, 2023 

Location  Guraru  

Band  Supervisors (S) 

Grade  S - 1 

      

SALARY COMPONENTS MONTHLY (INR) ANNUAL (INR) 

Basic Salary 12300 147600 

House Rent Allowance 615 7380 

Bonus 1025 12295 

Transport Allowance 1997 23964 

Food Allowance 1664 19970 

Vehicle Allowance 1664 19970 

Customer Handling Allowance 1331 15976 

Gross Salary (A) 20596 247156 

Deductions   

Employee Contribution to PF 1476 17712 

Employee Contribution to ESIC 155 1854 

Total Deductions (B) 1631 19566 

Net Take Home Pay  18966 227590 

Retiral Benefits   

Employer's Contribution to PF 1476 17712 

Employer's Contribution to ESIC 669 8033 

Gratuity 592 7100 

Total Retirals Benefits  ( C )  2737 32844 

FIXED COST TO COMPANY (CTC) 
(A + C) 

23333 280000 

GPA / GTL / GMC As Per Company Policy 

GMC  –  Sum Insured 2,00,000 

Note: 
1. Insurance Benefits (GMC) – Premium borne by employer & employee. This mediclaim covers 
employee, spouse and upto two children. Parents will be included in the policy, after the employee 
successfully completes ‘One’ year in the organization. 

2. Payouts will be based on number of days worked in a year. 

3. Professional Tax, LWF and other applicable taxes will be deducted as per statutory regulations 
from time to time. 
4. The Gratuity is paid at the end of the employment period, subject to completion of 5 years of 
satisfactory services. 

5. Mobile and Fuel expenses shall be reimbursed as per Company Policy- If Applicable. 

6. Performance based Incentives shall be paid as per Company Policy – If Applicable. 

 
 
 
 
 
 



 
 
 
 
 
 
 

 
 
**Kindly carry original documents for verification. 
 

Joining Kit Documents 

Sr. No. Documents 

1 PAN Card 

2 Aadhaar Card 

3 Driving License 

4 Voter Id 

5 Passport 

6 PG Certificate / Marksheet 

7 Degree Certificate / Marksheet 

8 12th Certificate / Marksheet 

9 10th Certificate / Marksheet 

10 Any other Degree / Certificate 

11 Last 3 Month Salary Slip 

12 Appointment Letter From Previous Company 

13 Relieving Letter From All Previous Company 

14 Experience Letter 

15 Full & Final Settlement Letter 

16 Personal Account Details (Cancelled Cheque/ Passbook Copy) 

17 4 Passport Size Photograph 

18 Last 3 Months Electricity Bill/LPG Receipt (Cylinder Refill Receipt)/ Postpaid Mobile Bill 



Offer: BUSINESS PROCESS SERVICES
Ref: TCSL/DT20234236299/Kolkata/BPS/BTN
Date: 04/08/2023

Ms. Manvi  Singh
Dr Narayan Prasad Lane Khajoor Banna Mehandru Sultanganj
Mehandru Sultanganj
Tripolia Hospital
Patna-800006
Bihar
Tel# 91-9334439170

Dear Ms. Manvi  Singh,

Sub: Letter of Offer and Terms of Traineeship

Thank you for exploring training opportunities with Tata Consultancy Services Limited(TCSL). You have successfully 
completed our initial selection process and we are pleased to make you an offer as "Trainee BPS" for a period of 12 
months. During this period you will be paid a stipend of Rs. 10,250/- per month.You will be engaged as a Trainee / 
Apprentice under the model / certified Standing Orders (as the case may be) applicable to you. 

Kindly confirm your acceptance of this traineeship by proposing your date of joining and signing Annexure 1. If not 
accepted within 7 days of receipt, this offer is liable to lapse at the discretion of the Company. You may handover your 
acceptance letter to the HR Officer/ Induction Officer at any of our offices. 

After you accept this letter of traineeship and clear the medical check-up, and background check you will be given a 
letter of appointment as a trainee indicating the details of your joining date and initial place of posting after completing 
joining formalities as per company policy. 

TCS decision of releasing the Offer of Traineeship and allowing you to join the organization before completion of your 
final Graduation examination which has been uncertainly delayed owing to COVID-19 Pandemic, shall not be 
construed as a waiver of the condition specified in the Terms of Traineeship under clause 'Pre-requisites of 
Traineeship'. The status of your Graduation completion will be reviewed periodically. The Management reserves the 
right to revoke this Offer of Traineeship if it is later established that you could not successfully complete your 
Graduation without any pending arrears/backlogs. 
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OTHER BENEFITS

1. Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependents under the company's Health 
Insurance Scheme (HIS). You are automatically covered under a default HIS Plan. 

You have the flexibility to choose a plan which is higher than the existing default plan, by paying the applicable 
additional premium plus Service Tax, in which case the below benefits can be availed: 

a) Domiciliary Cover: This is a provision to cover the cost incurred towards any domiciliary treatment up to a 
specified limit for each insured person per annum. 

b) Base Cover: This is a provision to cover the cost incurred on hospitalization treatments up to a specified limit for 
each insured person per annum. 

c) Floater Cover: This benefit covers the hospitalization expenses incurred over and above the basic 
hospitalization cover limit. This is a family floater cover for you and your enrolled dependents. 

The total premium is split between Base Cover and Floater Cover Premium as per the plan applicable. 

i. Base Cover Premium: Towards Domiciliary and Base cover for self, spouse and up to three children is entirely 
borne by TCSL , provided these members are explicitly enrolled by you under the scheme. Additionally, if you 
wish to cover dependent parents/parents-in-law or remaining children, the applicable premium per insured person 
is to be borne by you. 

ii. Floater Cover Premium: Towards Floater cover is to be borne by you. 

*Note: The above Health Insurance Scheme is subject to revision. The policy changes if any, in future, will prevail 
. For further details, please refer to the policy document 

2. Professional Memberships:
You will be eligible for reimbursement of expenses towards professional membership as per TCSL 's policy. 

3. Social Security - Employees' State Insurance:
The company will contribute 3.25% of your stipend or such amount as determined by law towards ESI
contribution till you remain covered under Employee's State Insurance Act, 1948.

4. Compensation Benefits under ESI Act / Employees' Compensation Act:
If you are covered under Employees State Insurance Act (ESI Act), 1948 you are entitled to claim the benefits in 
the event of accidental injury resulting into death or disablement arising out of and in the course of employment, 
from Employees' State Insurance Corporation. 

If you are out of the purview of ESI Act, you will be eligible for compensation benefit in the event of death / 
disablement arising out of and in the course of employment as per the benefits under the Company's Afterlife 
Benefit Policy / Personal accident insurance scheme, whichever is applicable. For more details on this, refer TCS 
India policy - Afterlife Benefits and TCS India policy - Health Insurance after joining the organization. 

* Inclusion or exclusion of an employee under 'Employee State Insurance Corporation' is as defined as per the 
ESIC Act 

5. Night Shift Stipend:
Trainees assigned to night shifts for training would be eligible for a Night Shift Stipend of Rs. 200/- per shift 
as per the company policy. 
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6. Process Specific Stipend:
Based on your allocation, to a process and on account of the process complexity involved, you may be eligible for 
additional process specific stipend, as defined by the Company. 

TERMS OF TRAINEESHIP

1. Traineeship Pre-requisites
Your appointment as a Trainee / Apprentice under the model / certified Standing Order will be subject to 
successful completion of your graduation examination without any pending arrears / back logs during the entire 
course duration. 

It is clearly understood, agreed and made abundantly clear that in case you do not successfully clear your 
graduation your traineeship with TCSL will be discontinued without any notice or notice pay 

It is mandatory to declare the gaps / arrears / back log, if any, during your academics and work experience. The 
management reserves the right to withdraw/revoke the offer of traineeship at any time at its sole discretion in case 
of any discrepancy or false information is found in the details submitted by you. 

2. Traineeship Period:
During the period of your training of 12 months, you may be required to undergo classroom and on the job 
training. During this period, you may be appraised to evaluate your performance and if your performance is found 
to be satisfactory, you may be absorbed / appointed in the regular employment of the Company at its sole 
discretion. 

It is hereby specifically clarified that the Company is under no obligation whatsoever to absorb / appoint you on 
regular basis upon successful completion of your training period of 12 months. You shall not be deemed to have 
been absorbed / appointed in the regular employment of the company, unless & until you receive a written 
communication in this regard from the Company. 

If your performance is found unsatisfactory, TCSL may terminate your traineeship forthwith by giving you 30 
calendar days' notice in writing or payment of stipend for 30 calendar days in lieu thereof. 

If you remain on unauthorized absence for a consecutive period of 3 days during the training programme without 
authorisation or intimation, a presumption shall arise that you have abandoned your traineeship and the company 
shall be entitled to disqualify and disentitle you forthwith for any further training and your name is liable to be 
automatically stand discontinued from the list of ILP trainees without any further intimation / separate 
communication to you. 

3. Hours of Training:
You may be required to undergo training in shifts and / or in extended training hours as permitted by law. 

4. Leave:
You will be entitled for leaves as per the company's policy. 

5. Transport:
TCS BPS provides company transport facility within a pre-defined radius for each location as defined in the 
company transport policy. TCS employees living beyond these boundaries would be required to make their own 
arrangements and the routes are predetermined and not permitted to be varied under any circumstances. The 
company will make appropriate provisions for those working in night shift as permitted by law/ policy. 
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6. Alternative Occupation / Traineeship:
During the period of your traineeship at TCSL , you are not permitted to undertake any other traineeship, 
employment, business, assume any public or private office, honorary or remunerative, without the prior written 
permission of the company. 

7. Confidentiality, Data and Intellectual Property Protection:
As part of the joining formalities, you are required to sign a Confidentiality, Data and IP Protection Terms, which 
aims to protect the intellectual property rights and business information of TCSL and its clients. The detailed 
Confidentiality, Data and IP Protection related terms and conditions are set out in Annexure 2 

8. Work in SBWS mode:
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model framework that allows 
seamless deployment of virtual workspaces in a secure manner that enables flexible working options aligned to its 
business objectives. You may be required to work either from TCS offices/TCS Client offices or from home 
(remote working) as per the requirements of the project or group you are assigned to work with and as 
communicated to you by the Unit HR or your supervisor. You are required to abide by the Policy and / or 
Guidelines issued by TCS from time to time while operating within this framework. For more details, please refer 
the Policy / Guideline document on Remote Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such flexible working and ensure 
adherence to TCS Security Policies/Protocols and Confidentiality obligations at all times. 

9. TATA Code of Conduct:
You are required to sign the TATA Code of Conduct and follow the same in your day to day conduct as a trainee 
of TCSL . 

10.  Notice Period:
You will have to give at least 30 calendar days' prior notice in writing before discontinuing your traineeship with the 
Company. The Company may discontinue your traineeship by giving you 30 calendar days' notice in writing or 
payment of stipend for 30 days in lieu thereof. 

11.  Medical Test:
You are required to undergo a pre-Traineeship medical check-up and obtain a fitness certificate from the 
registered medical practitioner/Doctor. This is a pre-condition for Traineeship. Please collect the medical check-up 
authorization letter from the company HR executive, at the time of submitting your written acceptance of this offer. 
To verify your identification, we request you to carry a photograph and a photo identification document issued by 
government like passport, PAN card, Election Card, Driving License etc. If you are a campus recruit, you may 
produce your current educational institute`s photo identification card in the absence of government photo 
identification document. 

Retention of reasonable medical fitness is also a condition of Traineeship. The company also reserves the right to 
get yourself examined by a doctor at any time during your Traineeship and futher employment(if absorbed in 
Regular Employment) to ascertain your medical fitness. The opinion of the doctor appointed by the company shall 
be final and binding on both parties. Your failure, refusal or inability to appear for such medical examination will 
result in the determination of your Traineeship or Employment as the case may be without any notice or notice 
pay in lieu of notice. 

Your Traineeship or further Employment (if absorbed in Regular Employment) is liable to be discontinued / 
terminated on account of your continued ill health or if you are found to be medically unfit for the job as may be 
certified by the company's doctor. 

12. Background Check:
Your traineeship will be subject to a background check in line with the Company's background check policy. A 
specially appointed agency will conduct internal and external background checks. Normally, such checks are 
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completed within one month of joining. If the background checks are unfavorable or at a variance with your own 
declarations, your traineeship will be discontinued without any notice. 

13. Submission of Documents:
At the time of your joining traineeship, photocopy of the following documents should be submitted. Please carry 
the original copies for verification. 

- Standard X and XII Mark sheets equivalent
- Degree certificate and mark sheets for all semesters
- Postgraduate degree certificate and mark sheets for all semesters (if you are a Post-graduate)
- Birth Certificate / Proof of Age
- Passport
- 6 photographs - passport size
- An affidavit / notarised undertaking that there is no criminal offence registered/pending against you.
Your original documents will be returned to you after verification. 

14. Initial Learning Programme (ILP)
On joining TCSL as Trainee, you will be given the benefit of formal & on the job training ("Initial Learning 
Programme") at the location, as identified, for such a period as TCSL may decide. The said training 
programme forms a critical part of your traineeship and is an ongoing process. TCSL continues to make 
investment on training and development of its trainees. This will be of immense value to you and a large part of 
ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing process and a formal 
evaluation will be carried out during the training. We would request that the training be taken very seriously to 
enable you to add maximum value to your professional and personal growth. 

15. Letter of Appointment
Your will be issued a letter of appointment on your joining and after completing joining formalities as per 
TCSL policy 

16. Personal Data Processing:
Your personal data collected and developed during recruitment process will be processed in accordance with the 
TCS Data Privacy Policy. The personal data referred therein are details related to contact, family, education, 
personal identifiers issued by government, social profile, background references, previous employment and 
experience, medical history, skillset, proficiency and certifications, job profile and your career aspirations. 

It will be processed for various organizational purposes such as recruitment, onboarding, background check, 
project assignment, performance management, job rotation, career development including at leadership level, 
diversity and inclusion initiatives, global mobility, wellness program, statutory and legal requirements and specific 
organizational initiatives in force during your tenure in TCS. 

After you join TCS, there would be more sets of Personal Information (PI) attributes processed for various 
legitimate purposes. All of it will be processed with compliance to applicable laws and the TCS Data Privacy 
Policy. In some scenarios of your PI processing, you will be provided with appropriate notice and/or explicit 
consent might be obtained from time to time. 

For the purposes mentioned above, your required PI may be shared with specific vendor organizations who 
provide services to TCS, e.g. background check, health insurance, counselling, travel, transport and visa, payroll 
services, associate engagement activities, and financial and taxation services. 

As TCS is a global company, your PI may be shared with entities outside India, limited for the purposes mentioned 
above and/or in this offer letter. 
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In case of oversees deputation, available privacy rights would be governed as per regulatory provisions and / or 
TCS policies/notice provided applicable at your overseas location. 

17. Terms and conditions:
The above terms and conditions of traineeship are specific to your traineeship period in India. 

18. Rules and Regulations of the Company:
Your traineeship will be governed by the policies, rules, regulations, practices, processes and procedures of the 
Company as applicable to you and the changes therein from time to time. 

19. Compliance to all clauses:
You will be required to fulfill all the terms and conditions mentioned in this letter of offer of traineeship. Any failure 
to fulfill any term and /or condition and/or failure to clear any test successfully would entitle TCSL in 
withdrawing this letter of traineeship at its sole discretion. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not interested in the 
Traineeship and this offer will be automatically withdrawn. Post acceptance of TCSL offer letter if you fail to join on 
the date provided in the TCSL joining letter, the offer will stand automatically terminated at the sole discretion of 
TCSL . 

We look forward to having you in our global team. 

Yours Sincerely, 

For Tata Consultancy Services Limited. 
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Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click Here or use a QR code scanner from your

mobile to validate the offer letter

Encl: Annexure 1: Acceptance
        Annexure 2: Confidentiality, Data and Intellectual Property Protection Terms

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=404448448p88xTx4LTL8ZiFZ9ipZx9x46q66iT8iiT8iU34UT66T8T88TF6T6x666Z66iq8iLZL


ANNEXURE 1

For the candidate to complete:

This is to confirm that I have received the letter of offer and Terms of Traineeship ref No   
TCSL/DT20234236299/Kolkata/BPS/BTN on _____________ (MMM/DD/YYYY).   
I hereby accept this Offer and intend to join traineeship on:

Signature:

Name:
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Annexure 2

                                   Confidentiality, Data and Intellectual Property Protection Terms

1. Confidential Information
"Conf ident ia l  Informat ion" shal l  mean al l  Invent ions and Know-how, informat ion and mater ia l  
of TCS and its subsidiaries as applicable (Collectively termed as TCS) (including for avoidance of doubt any 
Confidential Information of its Clients) that comes into the possession or know of the Associate and shall include 
the following: 

(a) Any and all information processing programs, software, properties, items, information, data, material or any 
nature whatsoever or any parts thereof, additions thereto and materials related thereto, produced or created at 
any time by TCS or the Associate in the course of or in connection with or arising out of the Associate's 
association with TCS. Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, manufacture, operation, 
specifications, use and services of the TCS equipment and components, including, but not limited to, engineering 
and laboratory notebooks, reports, process data, test data, performance data, inventions, trade secrets, systems, 
software, object codes, source codes, copyrighted matters, methods, drawings, computations, calculations, 
computer programs, narrations, flow charts and all documentation therefore and all copies thereof (including for 
avoidance of doubt any such material belonging to the Clients of TCS) 

(c) Corporate strategies and other confidential and proprietary material and information, which could cause 
competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, gathered or collected or 
obtained by the Associate in the course of or arising out of the association with TCS or while in or in connection 
with or for the purposes of his/her association with TCS or any of the operations and entrusted by TCS to the 
Associate. 

2. Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade secret of TCS. Associate 
agrees not to use, or cause to be used, or disclose or divulge or part with either directly or indirectly any 
Confidential Information for the benefit of or to any third parties except for or on behalf of or as directed or 
authorized by TCS or to a person having a valid contract with TCS . Upon termination of employment, the 
Associate agrees to surrender to TCS all Confidential Information that he or she may then possess or have under 
his or her control. 

3. Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential Information shall at all times 
vest in and remain with or belong to TCS and Associate shall have no right title or claim of any nature whatsoever 
in the Confidential Information. Associate shall promptly disclose to an authorized officer of TCS all inventions, 
ideas, innovations, discoveries, improvements, suggestions, or reports and enhancements made, created, 
developed, conceived or devised by him or her arising out of his or her engagement with TCS, including in the 
course of provision of services to the Clients of TCS and Associate hereby agrees and confirms that all such 
intellectual property rights shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any interest in and to any 
domestic or foreign patent rights, trademarks, trade names copyrights and trade secret rights therein and any 
renewals thereof. On request of TCS, Associate shall execute from time to time, during or after the termination of 
his or her employment, such further instruments, including without limitations, applications for letters of patent, 
trademarks, trade names and copyrights or assignments thereof, as may be deemed necessary or desirable by 
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TCS to perfect the title of TCS in the intellectual property rights and to effectuate the provisions hereof. All 
expenses of filling or prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any such applications. Associate 
hereby expressly waives any "artist's rights" or "moral rights", which Associate might otherwise have in such 
intellectual property rights. 

4. Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no knowledge of the 
Confidential Information of TCS and that such Confidential Information is of a confidential and secret character 
and is vital to the continued success of TCS's business. Associate further acknowledges that he or she is 
associated with TCS in a capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential Information, it is necessary 
for TCS to protect such Confidential Information by holding it secret and confidential. 

5. Use of third party material
Associate expressly agrees that Associate shall not in the course of his or her association with TCS and while 
working on the premises or facilities of TCS or its Clients or in connection with the development of any intellectual 
property rights or work for or on behalf of TCS; 

a) use any third party material or intellectual property rights except those intellectual property rights provided by 
TCS or expressly authorised by TCS or without having proper authorisation or license or approval of the 
respective owner of such intellectual property rights. 

b) Participate in any activity for creation (including conception, design, development, testing, implementation, 
support or marketing) of any Intellectual Property for or on behalf of TCS or its affiliates if Associate has been 
exposed, directly or indirectly, to any Third Party IP which is in the same subject area (such as research area, 
technology or application area) as, or which is same or similar to, the Intellectual Property or any portion thereof, 
to be so created, unless; 

i) Associate has expressly declared to TCS in a prescribed form whether such exposure was owing to publically 
available information or under and subject to any agreement; AND 

ii) TCS has expressly confirmed to the Associate that TCS has proper authorization or license or approval of the 
respective owner of such Third Party IP to use the same in Intellectual Property or portion thereof to be created 
and authorized in writing Associate's participation in such activity. 

c) knowingly access, make reference to or use any Third Party IP (except as permitted under Section 5(a), 
directly or indirectly, during the period of association with the creation (conception, design, development, testing, 
implementation, support or marketing) of TCS Intellectual Property or portion thereof, which is in the same subject 
area of TCS Intellectual Property or which is same or similar to such TCS Intellectual Property or portion thereof 
being created. In case, Associate access or is exposed to any such Third Party IP during such association, 
Associate shall promptly bring it to the notice of TCS IP asset owner or TCS project manager in writing and 
immediately cease to participate in any such activity 

6. Security policies and Guidelines.
6.1 Associate agrees to abide by and be bound by any and all policies, documents, guidelines and processes 
including IP, Information Security and Confidentiality of TCS in force from time to time whether expressly 
endorsed or not. 

6.2 Associate acknowledge and agree that in the course of, and as a result of his/her engagement with TCS, 
Associate will have access to, obtain or come across personal data or information of other TCS Associates or 
Clients, including without limitation, sensitive personal data or information (collectively "Personal Data and 
Information") within the meaning of the applicable Indian Law and Rules or any other applicable Law, directive or 
regulation anywhere in the world. In respect of any such Personal Data and Information accessed, obtained, 
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acquired or processed by Associate for and on behalf of TCS, its affiliates or Clients, Associate undertake that 
he/she will: 

(a) process the Personal Data and Information only on behalf of TCS, its Affiliates or Clients, as the case may be, 
and only on and in accordance with instructions received from the data controller from time to time; 

(b) abide by such technical and organizational measures necessary to prevent the accidental or 
unlawful destruction or accidental loss, alteration, un-authorized disclosure or access to the Personal Data and 
Information; 

(c) promptly (and in any event within 24 hours of awareness) bring to notice of TCS or its Affiliates, as the case 
may be, of any actual or suspected incident of unauthorized or accidental disclosure of, or access to, the Personal 
Data and Information or other breach of this section (a "Security Breach"); 

(d) promptly provide TCS with all information in Associate's notice, possession or control concerning any Security 
Breach and not make any public announcement regarding a Security Breach without TCS's prior written consent; 

(e) not do, or omit to do, anything, which would cause TCS or any of its employees, officers or agents to be in 
breach of its obligations under any privacy or data protection policy, regulation or legislation; 

(f) upon expiry or termination of Associate's engagement with TCS, return all copies of the Personal Data and 
Information to TCS in Associate's possession or control; and 

(g) promptly bring to TCS notice of any request received from a data subject to have access to his/her Personal 
Data and Information or of any other communication relating to the access, use or processing of any Personal 
Data and Information (including any notice from the regulatory body) and fully co-operate and assist TCS in 
relation to any such request or communication. 

6.3 Associate expressly consent that TCS and/or its affiliates may collect, use, transfer, retain or otherwise 
process Associate's Personal Data and Information in connection with his/her engagement with TCS, in 
accordance with the then / current TCS policies and procedures and applicable privacy and data protection 
legislation. TCS may use third party services or sub-contractors to collect or otherwise process Associate's 
Personal Data and Information for which TCS shall remain responsible for such third party services provider or 
sub-contractor's compliance with TCS's obligations hereunder. 

7. Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client's premises or from home (remote working) as per 
the directions of supervisor and / or the provisions of the applicable policy. 

Associate understands that working in this hybrid environment may have higher confidentiality and information 
security risks. Associate acknowledges that when working remotely the Associate: 

a) Will work only in a private, secured work area in compliance with the guidelines issued and amended from time 
to time. 

b) Will comply with and work in a manner consistent with TCS Data Privacy and Security Policies/Protocols. 

c) Will bring to the notice of HR of the Unit to any circumstances that prevent Associate from working in a manner 
consistent with TCS data privacy and security policies/ protocols. 

d) Will inform the HR of the Unit if the Associate shares a home with any family member or an individual who is 
employed by a competitor of TCS or TCS client the Associate is assigned to, or if any other circumstances at 
home exist which implicates the TCS Code of Conduct Conflict of Interest provision. 
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e) Will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure obligations. 

f) Will be using the Company allotted laptop or similar authorized computing device (together called "official 
asset") only to connect to TCS network/customer network through authorized means (or the Customer provided 
laptop to access the customer network if so, mandated by the Customer). 

g) Will not allow anybody to share the official asset being used. 

8. Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, sell, incorporate or 
otherwise exploit, for his or her own use or for any other purpose, any of the Confidential Information including 
intellectual properties of TCS that is or may be revealed to him or her by TCS or which may in the course of his or 
her employment with TCS come into his or her possession or knowledge unless specifically authorized to do so in 
writing by TCS. 

9. No License
TCS and Associate agree that no license under any patent or copyright now existing or hereafter obtained by TCS 
is granted, agreed to be granted, or implied by the terms of this Agreement, or by the disclosure to Associate of 
the Confidential Information. 

10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession and / or knowledge of 
Associate is of a unique, highly confidential and proprietary nature. It is further acknowledged by Associate that 
the disclosure, distribution, dissemination and / or release by Associate of the Confidential Information without the 
prior written consent of TCS or any breach of the Confidentiality, Data and IP Protection Terms by Associate will 
cause TCS to suffer severe, immediate and irreparable damage and that upon any such breach or any threat 
thereof, TCS shall without prejudice to any other remedies available to it, be entitled to appropriate equitable relief 
including the relief of specific performance and injunctive relief, in addition to whatever remedies it might have at 
law. 

11.  General
(a)The provisions hereof shall be interpreted, determined and enforced in accordance with the laws of India. 

(b)In the event of any dispute or disagreement over the interpretation of any of the terms herein 
contained or any claim or liability of any party, the same shall be referred to a person to be nominated by TCS, 
whose decision shall be final and binding upon the parties hereto. Subject to the above, the arbitration shall be 
governed by the Arbitration and Conciliation Act, 1996 or any modifications or re-enactment thereof. Associate 
confirms that the fact that the arbitrator shall be a nominee of TCS shall not be a ground for objecting to such 
arbitration or challenging the decision of the arbitrator. The venue of arbitration shall be Mumbai. Subject to the 
above arbitration clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the laws of 
India. 

(c)If any provision hereof shall be found by a judicial tribunal to be contrary to governing law, it shall be deemed 
null and void without annulling or rendering invalid the remainder of the Agreement and if the invalid portion is 
such that the remainder cannot be sustained without it, the Parties herein shall find a suitable replacement to the 
invalid portion that shall be legally valid. 

(d)This Confidentiality, Data and IP Protection Terms along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the parties and supersedes all 
prior agreements and understandings pertaining to the subject matter thereof. No delay of omission of either Party 
in exercising or enforcing any of their rights or remedies hereunder shall constitute a waiver thereof. 

(e)This Confidentiality, Data and IP Protection Terms may not be amended except in writing signed by authorized 
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representatives of both parties. 

(f)The obligations of Associate in terms of this Confidentiality, Data and IP Protection Terms shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall continue thereafter in 
perpetuity. 

Please complete and return these documents to the TCSL HR executive, within 7 days of receiving this 
offer. 

This is to confirm that I have received the Letter of Offer on ________________ . 

I hereby accept this Offer and intend to join service on__________________. 

Name: 

Address: 

Signature: 

Date: 
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Offer: BUSINESS PROCESS SERVICES
Ref: TCSL/DT20234235295/Kolkata/BPS/BTN
Date: 19/09/2023

Mr. Mayank  Kumar
Govindpur

Near Mosque
Nawada-805102
Bihar
Tel# 91-9835613434

Dear Mr. Mayank  Kumar,

Sub: Letter of Offer and Terms of Traineeship

Thank you for exploring training opportunities with Tata Consultancy Services Limited(TCSL). You have successfully 
completed our initial selection process and we are pleased to make you an offer as "Trainee BPS" for a period of 12 
months. During this period you will be paid a stipend of Rs. 10,660/- per month.You will be engaged as a Trainee / 
Apprentice under the model / certified Standing Orders (as the case may be) applicable to you. 

Kindly confirm your acceptance of this traineeship by proposing your date of joining and signing Annexure 1. If not 
accepted within 7 days of receipt, this offer is liable to lapse at the discretion of the Company. You may handover your 
acceptance letter to the HR Officer/ Induction Officer at any of our offices. 

After you accept this letter of traineeship and clear the medical check-up, and background check you will be given a 
letter of appointment as a trainee indicating the details of your joining date and initial place of posting after completing 
joining formalities as per company policy. 

TCS decision of releasing the Offer of Traineeship and allowing you to join the organization before completion of your 
final Graduation examination which has been uncertainly delayed owing to COVID-19 Pandemic, shall not be 
construed as a waiver of the condition specified in the Terms of Traineeship under clause 'Pre-requisites of 
Traineeship'. The status of your Graduation completion will be reviewed periodically. The Management reserves the 
right to revoke this Offer of Traineeship if it is later established that you could not successfully complete your 
Graduation without any pending arrears/backlogs. 
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OTHER BENEFITS

1. Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependents under the company's Health 
Insurance Scheme (HIS). 

Entitlement - Under this scheme, you and your enrolled dependents will be entitled for Rs. 5, 00,000/- as a family 
cover under the default HIS plan towards hospitalization expenses. 

Premium rates and contribution will be applicable as per the TCS Health Insurance Policy and the amendment 
made therein from time to time. You have the flexibility to choose a plan which is higher than the default HIS plan 
during the permitted window, by paying the applicable additional premium plus taxes. 

*Note: The above Health Insurance Scheme is subject to revision. The policy changes if any, in future, will prevail 
. For further details, please refer to the policy document 

2. Professional Memberships:
You will be eligible for reimbursement of expenses towards professional membership as per TCSL 's policy. 

3. Social Security - Employees' State Insurance:
The company will contribute 3.25% of your stipend or such amount as determined by law towards ESI
contribution till you remain covered under Employee's State Insurance Act, 1948.

4. Compensation Benefits under ESI Act / Employees' Compensation Act:
If you are covered under Employees State Insurance Act (ESI Act), you are entitled to claim the benefits in the 
event of accidental injury resulting into death or disablement arising out of and in the course of employment, from 
Employees' State Insurance Corporation. 

If you are out of the purview of ESI Act, you will be eligible for compensation benefit in the event of disablement 
arising out of and in the course of employment as per applicable Company policy. In the event of death arising out 
of and in the course of employment, your beneficiary will be eligible for compensation as per the Company's 
policy. For more details on this, refer TCS India policy - Afterlife Benefits and TCS India policy - Health Insurance 
after joining the organization. 

* Inclusion or exclusion of an employee under 'Employee State Insurance Corporation' is as defined as per the 
ESIC Act 

5. Night Shift Stipend:
Trainees assigned to night shifts for training would be eligible for a Night Shift Stipend of Rs. 200/- per shift 
as per the company policy. 

6. Process Specific Stipend:
Based on your allocation, to a process and on account of the process complexity involved, you may be eligible for 
additional process specific stipend, as defined by the Company. 

TERMS OF TRAINEESHIP

1. Traineeship Pre-requisites
Your appointment as a Trainee / Apprentice under the model / certified Standing Order will be subject to 
successful completion of your graduation examination without any pending arrears / back logs during the entire 
course duration. 
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It is clearly understood, agreed and made abundantly clear that in case you do not successfully clear your 
graduation your traineeship with TCSL will be discontinued without any notice or notice pay 

It is mandatory to declare the gaps / arrears / back log, if any, during your academics and work experience. The 
management reserves the right to withdraw/revoke the offer of traineeship at any time at its sole discretion in case 
of any discrepancy or false information is found in the details submitted by you. 

2. Traineeship Period:
During the period of your training of 12 months, you may be required to undergo classroom and on the job 
training. During this period, you may be appraised to evaluate your performance and if your performance is found 
to be satisfactory, you may be absorbed / appointed in the regular employment of the Company at its sole 
discretion. 

It is hereby specifically clarified that the Company is under no obligation whatsoever to absorb / appoint you on 
regular basis upon successful completion of your training period of 12 months. You shall not be deemed to have 
been absorbed / appointed in the regular employment of the company, unless & until you receive a written 
communication in this regard from the Company. 

If your performance is found unsatisfactory, TCSL may terminate your traineeship forthwith by giving you 30 
calendar days' notice in writing or payment of stipend for 30 calendar days in lieu thereof. 

If you remain on unauthorized absence for a consecutive period of 3 days during the training programme without 
authorisation or intimation, a presumption shall arise that you have abandoned your traineeship and the company 
shall be entitled to disqualify and disentitle you forthwith for any further training and your name is liable to be 
automatically stand discontinued from the list of ILP trainees without any further intimation / separate 
communication to you. 

3. Hours of Training:
You may be required to undergo training in shifts and / or in extended training hours as permitted by law. 

4. Leave:
You will be entitled for leaves as per the company's policy. 

5. Transport:
TCS BPS provides company transport facility within a pre-defined radius for each location as defined in the 
company transport policy. TCS employees living beyond these boundaries would be required to make their own 
arrangements and the routes are predetermined and not permitted to be varied under any circumstances. The 
company will make appropriate provisions for those working in night shift as permitted by law/ policy. 

6. Alternative Occupation / Traineeship:
During the period of your traineeship at TCSL , you are not permitted to undertake any other traineeship, 
employment, business, assume any public or private office, honorary or remunerative, without the prior written 
permission of the company. 

7. Confidentiality, Data and Intellectual Property Protection:
As part of the joining formalities, you are required to sign a Confidentiality, Data and IP Protection Terms, which 
aims to protect the intellectual property rights and business information of TCSL and its clients. The detailed 
Confidentiality, Data and IP Protection related terms and conditions are set out in Annexure 2 

8. Work in SBWS mode:
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model framework that allows 
seamless deployment of virtual workspaces in a secure manner that enables flexible working options aligned to its 
business objectives. You may be required to work either from TCS offices/TCS Client offices or from home 
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(remote working) as per the requirements of the project or group you are assigned to work with and as 
communicated to you by the Unit HR or your supervisor. You are required to abide by the Policy and / or 
Guidelines issued by TCS from time to time while operating within this framework. For more details, please refer 
the Policy / Guideline document on Remote Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such flexible working and ensure 
adherence to TCS Security Policies/Protocols and Confidentiality obligations at all times. 

9. TATA Code of Conduct:
You are required to sign the TATA Code of Conduct and follow the same in your day to day conduct as a trainee 
of TCSL . 

10.  Notice Period:
You will have to give at least 30 calendar days' prior notice in writing before discontinuing your traineeship with the 
Company. The Company may discontinue your traineeship by giving you 30 calendar days' notice in writing or 
payment of stipend for 30 days in lieu thereof. 

11.  Medical Test:
You are required to undergo a pre-Traineeship medical check-up and obtain a fitness certificate from the 
registered medical practitioner/Doctor. This is a pre-condition for Traineeship. Please collect the medical check-up 
authorization letter from the company HR executive, at the time of submitting your written acceptance of this offer. 
To verify your identification, we request you to carry a photograph and a photo identification document issued by 
government like passport, PAN card, Election Card, Driving License etc. If you are a campus recruit, you may 
produce your current educational institute`s photo identification card in the absence of government photo 
identification document. 

Retention of reasonable medical fitness is also a condition of Traineeship. The company also reserves the right to 
get yourself examined by a doctor at any time during your Traineeship and futher employment(if absorbed in 
Regular Employment) to ascertain your medical fitness. The opinion of the doctor appointed by the company shall 
be final and binding on both parties. Your failure, refusal or inability to appear for such medical examination will 
result in the determination of your Traineeship or Employment as the case may be without any notice or notice 
pay in lieu of notice. 

Your Traineeship or further Employment (if absorbed in Regular Employment) is liable to be discontinued / 
terminated on account of your continued ill health or if you are found to be medically unfit for the job as may be 
certified by the company's doctor. 

12. Background Check:
Your traineeship will be subject to a background check in line with the Company's background check policy. A 
specially appointed agency will conduct internal and external background checks. Normally, such checks are 
completed within one month of joining. If the background checks are unfavorable or at a variance with your own 
declarations, your traineeship will be discontinued without any notice. 

13. Submission of Documents:
At the time of your joining traineeship, photocopy of the following documents should be submitted. Please carry 
the original copies for verification. 

- Standard X and XII Mark sheets equivalent
- Degree certificate and mark sheets for all semesters
- Postgraduate degree certificate and mark sheets for all semesters (if you are a Post-graduate)
- Birth Certificate / Proof of Age
- Passport
- 6 photographs - passport size
- An affidavit / notarised undertaking that there is no criminal offence registered/pending against you.
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Your original documents will be returned to you after verification. 

14. Initial Learning Programme (ILP)
On joining TCSL as Trainee, you will be given the benefit of formal & on the job training ("Initial Learning 
Programme") at the location, as identified, for such a period as TCSL may decide. The said training 
programme forms a critical part of your traineeship and is an ongoing process. TCSL continues to make 
investment on training and development of its trainees. This will be of immense value to you and a large part of 
ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing process and a formal 
evaluation will be carried out during the training. We would request that the training be taken very seriously to 
enable you to add maximum value to your professional and personal growth. 

15. Letter of Appointment
Your will be issued a letter of appointment on your joining and after completing joining formalities as per 
TCSL policy 

16. Personal Data Processing:
Your personal data collected and developed during recruitment process will be processed in accordance with the 
TCS Data Privacy Policy. The personal data referred therein are details related to contact, family, education, 
personal identifiers issued by government, social profile, background references, previous employment and 
experience, medical history, skillset, proficiency and certifications, job profile and your career aspirations. 

It will be processed for various organizational purposes such as recruitment, onboarding, background check, 
project assignment, performance management, job rotation, career development including at leadership level, 
diversity and inclusion initiatives, global mobility, wellness program, statutory and legal requirements and specific 
organizational initiatives in force during your tenure in TCS. 

After you join TCS, there would be more sets of Personal Information (PI) attributes processed for various 
legitimate purposes. All of it will be processed with compliance to applicable laws and the TCS Data Privacy 
Policy. In some scenarios of your PI processing, you will be provided with appropriate notice and/or explicit 
consent might be obtained from time to time. 

For the purposes mentioned above, your required PI may be shared with specific vendor organizations who 
provide services to TCS, e.g. background check, health insurance, counselling, travel, transport and visa, payroll 
services, associate engagement activities, and financial and taxation services. 

As TCS is a global company, your PI may be shared with entities outside India, limited for the purposes mentioned 
above and/or in this offer letter. 

In case of oversees deputation, available privacy rights would be governed as per regulatory provisions and / or 
TCS policies/notice provided applicable at your overseas location. 

17. Terms and conditions:
The above terms and conditions of traineeship are specific to your traineeship period in India. 

18. Rules and Regulations of the Company:
Your traineeship will be governed by the policies, rules, regulations, practices, processes and procedures of the 
Company as applicable to you and the changes therein from time to time. 

19. Compliance to all clauses:
You will be required to fulfill all the terms and conditions mentioned in this letter of offer of traineeship. Any failure 
to fulfill any term and /or condition and/or failure to clear any test successfully would entitle TCSL in 
withdrawing this letter of traineeship at its sole discretion. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not interested in the 
Traineeship and this offer will be automatically withdrawn. Post acceptance of TCSL offer letter if you fail to join on 
the date provided in the TCSL joining letter, the offer will stand automatically terminated at the sole discretion of 
TCSL . 

We look forward to having you in our global team. 

Yours Sincerely, 

For Tata Consultancy Services Limited. 
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Girish V. Nandimath
Global Head, Talent Acquisition & Academic Interface

Click Here or use a QR code scanner from your

mobile to validate the offer letter

Encl: Annexure 1: Acceptance
        Annexure 2: Confidentiality, Data and Intellectual Property Protection Terms

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=0ZqTqZq609qTbLLi0xqTLbL800qTF8FFq0q6bqLi3TxU09qTb8LiT06T4i444Z444p44U64Upqp


ANNEXURE 1

For the candidate to complete:

This is to confirm that I have received the letter of offer and Terms of Traineeship ref No   
TCSL/DT20234235295/Kolkata/BPS/BTN on _____________ (MMM/DD/YYYY).   
I hereby accept this Offer and intend to join traineeship on:

Signature:

Name:
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Annexure 2

                                   Confidentiality, Data and Intellectual Property Protection Terms

1. Confidential Information
"Conf ident ia l  Informat ion" shal l  mean al l  Invent ions and Know-how, informat ion and mater ia l  
of TCS and its subsidiaries as applicable (Collectively termed as TCS) (including for avoidance of doubt any 
Confidential Information of its Clients) that comes into the possession or know of the Associate and shall include 
the following: 

(a) Any and all information processing programs, software, properties, items, information, data, material or any 
nature whatsoever or any parts thereof, additions thereto and materials related thereto, produced or created at 
any time by TCS or the Associate in the course of or in connection with or arising out of the Associate's 
association with TCS. Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, manufacture, operation, 
specifications, use and services of the TCS equipment and components, including, but not limited to, engineering 
and laboratory notebooks, reports, process data, test data, performance data, inventions, trade secrets, systems, 
software, object codes, source codes, copyrighted matters, methods, drawings, computations, calculations, 
computer programs, narrations, flow charts and all documentation therefore and all copies thereof (including for 
avoidance of doubt any such material belonging to the Clients of TCS) 

(c) Corporate strategies and other confidential and proprietary material and information, which could cause 
competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, gathered or collected or 
obtained by the Associate in the course of or arising out of the association with TCS or while in or in connection 
with or for the purposes of his/her association with TCS or any of the operations and entrusted by TCS to the 
Associate. 

2. Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade secret of TCS. Associate 
agrees not to use, or cause to be used, or disclose or divulge or part with either directly or indirectly any 
Confidential Information for the benefit of or to any third parties except for or on behalf of or as directed or 
authorized by TCS or to a person having a valid contract with TCS . Upon termination of employment, the 
Associate agrees to surrender to TCS all Confidential Information that he or she may then possess or have under 
his or her control. 

3. Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential Information shall at all times 
vest in and remain with or belong to TCS and Associate shall have no right title or claim of any nature whatsoever 
in the Confidential Information. Associate shall promptly disclose to an authorized officer of TCS all inventions, 
ideas, innovations, discoveries, improvements, suggestions, or reports and enhancements made, created, 
developed, conceived or devised by him or her arising out of his or her engagement with TCS, including in the 
course of provision of services to the Clients of TCS and Associate hereby agrees and confirms that all such 
intellectual property rights shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any interest in and to any 
domestic or foreign patent rights, trademarks, trade names copyrights and trade secret rights therein and any 
renewals thereof. On request of TCS, Associate shall execute from time to time, during or after the termination of 
his or her employment, such further instruments, including without limitations, applications for letters of patent, 
trademarks, trade names and copyrights or assignments thereof, as may be deemed necessary or desirable by 
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TCS to perfect the title of TCS in the intellectual property rights and to effectuate the provisions hereof. All 
expenses of filling or prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any such applications. Associate 
hereby expressly waives any "artist's rights" or "moral rights", which Associate might otherwise have in such 
intellectual property rights. 

4. Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no knowledge of the 
Confidential Information of TCS and that such Confidential Information is of a confidential and secret character 
and is vital to the continued success of TCS's business. Associate further acknowledges that he or she is 
associated with TCS in a capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential Information, it is necessary 
for TCS to protect such Confidential Information by holding it secret and confidential. 

5. Use of third party material
Associate expressly agrees that Associate shall not in the course of his or her association with TCS and while 
working on the premises or facilities of TCS or its Clients or in connection with the development of any intellectual 
property rights or work for or on behalf of TCS; 

a) use any third party material or intellectual property rights except those intellectual property rights provided by 
TCS or expressly authorised by TCS or without having proper authorisation or license or approval of the 
respective owner of such intellectual property rights. 

b) Participate in any activity for creation (including conception, design, development, testing, implementation, 
support or marketing) of any Intellectual Property for or on behalf of TCS or its affiliates if Associate has been 
exposed, directly or indirectly, to any Third Party IP which is in the same subject area (such as research area, 
technology or application area) as, or which is same or similar to, the Intellectual Property or any portion thereof, 
to be so created, unless; 

i) Associate has expressly declared to TCS in a prescribed form whether such exposure was owing to publically 
available information or under and subject to any agreement; AND 

ii) TCS has expressly confirmed to the Associate that TCS has proper authorization or license or approval of the 
respective owner of such Third Party IP to use the same in Intellectual Property or portion thereof to be created 
and authorized in writing Associate's participation in such activity. 

c) knowingly access, make reference to or use any Third Party IP (except as permitted under Section 5(a), 
directly or indirectly, during the period of association with the creation (conception, design, development, testing, 
implementation, support or marketing) of TCS Intellectual Property or portion thereof, which is in the same subject 
area of TCS Intellectual Property or which is same or similar to such TCS Intellectual Property or portion thereof 
being created. In case, Associate access or is exposed to any such Third Party IP during such association, 
Associate shall promptly bring it to the notice of TCS IP asset owner or TCS project manager in writing and 
immediately cease to participate in any such activity 

6. Security policies and Guidelines.
6.1 Associate agrees to abide by and be bound by any and all policies, documents, guidelines and processes 
including IP, Information Security and Confidentiality of TCS in force from time to time whether expressly 
endorsed or not. 

6.2 Associate acknowledge and agree that in the course of, and as a result of his/her engagement with TCS, 
Associate will have access to, obtain or come across personal data or information of other TCS Associates or 
Clients, including without limitation, sensitive personal data or information (collectively "Personal Data and 
Information") within the meaning of the applicable Indian Law and Rules or any other applicable Law, directive or 
regulation anywhere in the world. In respect of any such Personal Data and Information accessed, obtained, 
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acquired or processed by Associate for and on behalf of TCS, its affiliates or Clients, Associate undertake that 
he/she will: 

(a) process the Personal Data and Information only on behalf of TCS, its Affiliates or Clients, as the case may be, 
and only on and in accordance with instructions received from the data controller from time to time; 

(b) abide by such technical and organizational measures necessary to prevent the accidental or 
unlawful destruction or accidental loss, alteration, un-authorized disclosure or access to the Personal Data and 
Information; 

(c) promptly (and in any event within 24 hours of awareness) bring to notice of TCS or its Affiliates, as the case 
may be, of any actual or suspected incident of unauthorized or accidental disclosure of, or access to, the Personal 
Data and Information or other breach of this section (a "Security Breach"); 

(d) promptly provide TCS with all information in Associate's notice, possession or control concerning any Security 
Breach and not make any public announcement regarding a Security Breach without TCS's prior written consent; 

(e) not do, or omit to do, anything, which would cause TCS or any of its employees, officers or agents to be in 
breach of its obligations under any privacy or data protection policy, regulation or legislation; 

(f) upon expiry or termination of Associate's engagement with TCS, return all copies of the Personal Data and 
Information to TCS in Associate's possession or control; and 

(g) promptly bring to TCS notice of any request received from a data subject to have access to his/her Personal 
Data and Information or of any other communication relating to the access, use or processing of any Personal 
Data and Information (including any notice from the regulatory body) and fully co-operate and assist TCS in 
relation to any such request or communication. 

6.3 Associate expressly consent that TCS and/or its affiliates may collect, use, transfer, retain or otherwise 
process Associate's Personal Data and Information in connection with his/her engagement with TCS, in 
accordance with the then / current TCS policies and procedures and applicable privacy and data protection 
legislation. TCS may use third party services or sub-contractors to collect or otherwise process Associate's 
Personal Data and Information for which TCS shall remain responsible for such third party services provider or 
sub-contractor's compliance with TCS's obligations hereunder. 

7. Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client's premises or from home (remote working) as per 
the directions of supervisor and / or the provisions of the applicable policy. 

Associate understands that working in this hybrid environment may have higher confidentiality and information 
security risks. Associate acknowledges that when working remotely the Associate: 

a) Will work only in a private, secured work area in compliance with the guidelines issued and amended from time 
to time. 

b) Will comply with and work in a manner consistent with TCS Data Privacy and Security Policies/Protocols. 

c) Will bring to the notice of HR of the Unit to any circumstances that prevent Associate from working in a manner 
consistent with TCS data privacy and security policies/ protocols. 

d) Will inform the HR of the Unit if the Associate shares a home with any family member or an individual who is 
employed by a competitor of TCS or TCS client the Associate is assigned to, or if any other circumstances at 
home exist which implicates the TCS Code of Conduct Conflict of Interest provision. 
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e) Will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure obligations. 

f) Will be using the Company allotted laptop or similar authorized computing device (together called "official 
asset") only to connect to TCS network/customer network through authorized means (or the Customer provided 
laptop to access the customer network if so, mandated by the Customer). 

g) Will not allow anybody to share the official asset being used. 

8. Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, sell, incorporate or 
otherwise exploit, for his or her own use or for any other purpose, any of the Confidential Information including 
intellectual properties of TCS that is or may be revealed to him or her by TCS or which may in the course of his or 
her employment with TCS come into his or her possession or knowledge unless specifically authorized to do so in 
writing by TCS. 

9. No License
TCS and Associate agree that no license under any patent or copyright now existing or hereafter obtained by TCS 
is granted, agreed to be granted, or implied by the terms of this Agreement, or by the disclosure to Associate of 
the Confidential Information. 

10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession and / or knowledge of 
Associate is of a unique, highly confidential and proprietary nature. It is further acknowledged by Associate that 
the disclosure, distribution, dissemination and / or release by Associate of the Confidential Information without the 
prior written consent of TCS or any breach of the Confidentiality, Data and IP Protection Terms by Associate will 
cause TCS to suffer severe, immediate and irreparable damage and that upon any such breach or any threat 
thereof, TCS shall without prejudice to any other remedies available to it, be entitled to appropriate equitable relief 
including the relief of specific performance and injunctive relief, in addition to whatever remedies it might have at 
law. 

11.  General
(a)The provisions hereof shall be interpreted, determined and enforced in accordance with the laws of India. 

(b)In the event of any dispute or disagreement over the interpretation of any of the terms herein 
contained or any claim or liability of any party, the same shall be referred to a person to be nominated by TCS, 
whose decision shall be final and binding upon the parties hereto. Subject to the above, the arbitration shall be 
governed by the Arbitration and Conciliation Act, 1996 or any modifications or re-enactment thereof. Associate 
confirms that the fact that the arbitrator shall be a nominee of TCS shall not be a ground for objecting to such 
arbitration or challenging the decision of the arbitrator. The venue of arbitration shall be Mumbai. Subject to the 
above arbitration clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the laws of 
India. 

(c)If any provision hereof shall be found by a judicial tribunal to be contrary to governing law, it shall be deemed 
null and void without annulling or rendering invalid the remainder of the Agreement and if the invalid portion is 
such that the remainder cannot be sustained without it, the Parties herein shall find a suitable replacement to the 
invalid portion that shall be legally valid. 

(d)This Confidentiality, Data and IP Protection Terms along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the parties and supersedes all 
prior agreements and understandings pertaining to the subject matter thereof. No delay of omission of either Party 
in exercising or enforcing any of their rights or remedies hereunder shall constitute a waiver thereof. 

(e)This Confidentiality, Data and IP Protection Terms may not be amended except in writing signed by authorized 
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representatives of both parties. 

(f)The obligations of Associate in terms of this Confidentiality, Data and IP Protection Terms shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall continue thereafter in 
perpetuity. 

Please complete and return these documents to the TCSL HR executive, within 7 days of receiving this 
offer. 

This is to confirm that I have received the Letter of Offer on ________________ . 

I hereby accept this Offer and intend to join service on__________________. 

Name: 

Address: 

Signature: 

Date: 
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Offer: BUSINESS PROCESS SERVICES
Ref: TCSL/DT20223622657/Kolkata/BPS/BTN
Date: 07/08/2023

Ms. Namrata  Bhagat
Boring Canal Road
Boring Canal Road
Panchmukhi Mandir
Patna-800001
Bihar
Tel# -

Dear Ms. Namrata  Bhagat,

Sub: Letter of Offer and Terms of Traineeship

Thank you for exploring training opportunities with Tata Consultancy Services Limited(TCSL). You have successfully 
completed our initial selection process and we are pleased to make you an offer as "Trainee BPS" for a period of 12 
months. During this period you will be paid a stipend of Rs. 10,250/- per month.You will be engaged as a Trainee / 
Apprentice under the model / certified Standing Orders (as the case may be) applicable to you. 

Kindly confirm your acceptance of this traineeship by proposing your date of joining and signing Annexure 1. If not 
accepted within 7 days of receipt, this offer is liable to lapse at the discretion of the Company. You may handover your 
acceptance letter to the HR Officer/ Induction Officer at any of our offices. 

After you accept this letter of traineeship and clear the medical check-up, and background check you will be given a 
letter of appointment as a trainee indicating the details of your joining date and initial place of posting after completing 
joining formalities as per company policy. 

TCS decision of releasing the Offer of Traineeship and allowing you to join the organization before completion of your 
final Graduation examination which has been uncertainly delayed owing to COVID-19 Pandemic, shall not be 
construed as a waiver of the condition specified in the Terms of Traineeship under clause 'Pre-requisites of 
Traineeship'. The status of your Graduation completion will be reviewed periodically. The Management reserves the 
right to revoke this Offer of Traineeship if it is later established that you could not successfully complete your 
Graduation without any pending arrears/backlogs. 
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OTHER BENEFITS

1. Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependents under the company's Health 
Insurance Scheme (HIS). You are automatically covered under a default HIS Plan. 

You have the flexibility to choose a plan which is higher than the existing default plan, by paying the applicable 
additional premium plus Service Tax, in which case the below benefits can be availed: 

a) Domiciliary Cover: This is a provision to cover the cost incurred towards any domiciliary treatment up to a 
specified limit for each insured person per annum. 

b) Base Cover: This is a provision to cover the cost incurred on hospitalization treatments up to a specified limit for 
each insured person per annum. 

c) Floater Cover: This benefit covers the hospitalization expenses incurred over and above the basic 
hospitalization cover limit. This is a family floater cover for you and your enrolled dependents. 

The total premium is split between Base Cover and Floater Cover Premium as per the plan applicable. 

i. Base Cover Premium: Towards Domiciliary and Base cover for self, spouse and up to three children is entirely 
borne by TCSL , provided these members are explicitly enrolled by you under the scheme. Additionally, if you 
wish to cover dependent parents/parents-in-law or remaining children, the applicable premium per insured person 
is to be borne by you. 

ii. Floater Cover Premium: Towards Floater cover is to be borne by you. 

*Note: The above Health Insurance Scheme is subject to revision. The policy changes if any, in future, will prevail 
. For further details, please refer to the policy document 

2. Professional Memberships:
You will be eligible for reimbursement of expenses towards professional membership as per TCSL 's policy. 

3. Social Security - Employees' State Insurance:
The company will contribute 3.25% of your stipend or such amount as determined by law towards ESI
contribution till you remain covered under Employee's State Insurance Act, 1948.

4. Compensation Benefits under ESI Act / Employees' Compensation Act:
If you are covered under Employees State Insurance Act (ESI Act), 1948 you are entitled to claim the benefits in 
the event of accidental injury resulting into death or disablement arising out of and in the course of employment, 
from Employees' State Insurance Corporation. 

If you are out of the purview of ESI Act, you will be eligible for compensation benefit in the event of death / 
disablement arising out of and in the course of employment as per the benefits under the Company's Afterlife 
Benefit Policy / Personal accident insurance scheme, whichever is applicable. For more details on this, refer TCS 
India policy - Afterlife Benefits and TCS India policy - Health Insurance after joining the organization. 

* Inclusion or exclusion of an employee under 'Employee State Insurance Corporation' is as defined as per the 
ESIC Act 

5. Night Shift Stipend:
Trainees assigned to night shifts for training would be eligible for a Night Shift Stipend of Rs. 200/- per shift 
as per the company policy. 
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6. Process Specific Stipend:
Based on your allocation, to a process and on account of the process complexity involved, you may be eligible for 
additional process specific stipend, as defined by the Company. 

TERMS OF TRAINEESHIP

1. Traineeship Pre-requisites
Your appointment as a Trainee / Apprentice under the model / certified Standing Order will be subject to 
successful completion of your graduation examination without any pending arrears / back logs during the entire 
course duration. 

It is clearly understood, agreed and made abundantly clear that in case you do not successfully clear your 
graduation your traineeship with TCSL will be discontinued without any notice or notice pay 

It is mandatory to declare the gaps / arrears / back log, if any, during your academics and work experience. The 
management reserves the right to withdraw/revoke the offer of traineeship at any time at its sole discretion in case 
of any discrepancy or false information is found in the details submitted by you. 

2. Traineeship Period:
During the period of your training of 12 months, you may be required to undergo classroom and on the job 
training. During this period, you may be appraised to evaluate your performance and if your performance is found 
to be satisfactory, you may be absorbed / appointed in the regular employment of the Company at its sole 
discretion. 

It is hereby specifically clarified that the Company is under no obligation whatsoever to absorb / appoint you on 
regular basis upon successful completion of your training period of 12 months. You shall not be deemed to have 
been absorbed / appointed in the regular employment of the company, unless & until you receive a written 
communication in this regard from the Company. 

If your performance is found unsatisfactory, TCSL may terminate your traineeship forthwith by giving you 30 
calendar days' notice in writing or payment of stipend for 30 calendar days in lieu thereof. 

If you remain on unauthorized absence for a consecutive period of 3 days during the training programme without 
authorisation or intimation, a presumption shall arise that you have abandoned your traineeship and the company 
shall be entitled to disqualify and disentitle you forthwith for any further training and your name is liable to be 
automatically stand discontinued from the list of ILP trainees without any further intimation / separate 
communication to you. 

3. Hours of Training:
You may be required to undergo training in shifts and / or in extended training hours as permitted by law. 

4. Leave:
You will be entitled for leaves as per the company's policy. 

5. Transport:
TCS BPS provides company transport facility within a pre-defined radius for each location as defined in the 
company transport policy. TCS employees living beyond these boundaries would be required to make their own 
arrangements and the routes are predetermined and not permitted to be varied under any circumstances. The 
company will make appropriate provisions for those working in night shift as permitted by law/ policy. 
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6. Alternative Occupation / Traineeship:
During the period of your traineeship at TCSL , you are not permitted to undertake any other traineeship, 
employment, business, assume any public or private office, honorary or remunerative, without the prior written 
permission of the company. 

7. Confidentiality, Data and Intellectual Property Protection:
As part of the joining formalities, you are required to sign a Confidentiality, Data and IP Protection Terms, which 
aims to protect the intellectual property rights and business information of TCSL and its clients. The detailed 
Confidentiality, Data and IP Protection related terms and conditions are set out in Annexure 2 

8. Work in SBWS mode:
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model framework that allows 
seamless deployment of virtual workspaces in a secure manner that enables flexible working options aligned to its 
business objectives. You may be required to work either from TCS offices/TCS Client offices or from home 
(remote working) as per the requirements of the project or group you are assigned to work with and as 
communicated to you by the Unit HR or your supervisor. You are required to abide by the Policy and / or 
Guidelines issued by TCS from time to time while operating within this framework. For more details, please refer 
the Policy / Guideline document on Remote Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such flexible working and ensure 
adherence to TCS Security Policies/Protocols and Confidentiality obligations at all times. 

9. TATA Code of Conduct:
You are required to sign the TATA Code of Conduct and follow the same in your day to day conduct as a trainee 
of TCSL . 

10.  Notice Period:
You will have to give at least 30 calendar days' prior notice in writing before discontinuing your traineeship with the 
Company. The Company may discontinue your traineeship by giving you 30 calendar days' notice in writing or 
payment of stipend for 30 days in lieu thereof. 

11.  Medical Test:
You are required to undergo a pre-Traineeship medical check-up and obtain a fitness certificate from the 
registered medical practitioner/Doctor. This is a pre-condition for Traineeship. Please collect the medical check-up 
authorization letter from the company HR executive, at the time of submitting your written acceptance of this offer. 
To verify your identification, we request you to carry a photograph and a photo identification document issued by 
government like passport, PAN card, Election Card, Driving License etc. If you are a campus recruit, you may 
produce your current educational institute`s photo identification card in the absence of government photo 
identification document. 

Retention of reasonable medical fitness is also a condition of Traineeship. The company also reserves the right to 
get yourself examined by a doctor at any time during your Traineeship and futher employment(if absorbed in 
Regular Employment) to ascertain your medical fitness. The opinion of the doctor appointed by the company shall 
be final and binding on both parties. Your failure, refusal or inability to appear for such medical examination will 
result in the determination of your Traineeship or Employment as the case may be without any notice or notice 
pay in lieu of notice. 

Your Traineeship or further Employment (if absorbed in Regular Employment) is liable to be discontinued / 
terminated on account of your continued ill health or if you are found to be medically unfit for the job as may be 
certified by the company's doctor. 

12. Background Check:
Your traineeship will be subject to a background check in line with the Company's background check policy. A 
specially appointed agency will conduct internal and external background checks. Normally, such checks are 
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completed within one month of joining. If the background checks are unfavorable or at a variance with your own 
declarations, your traineeship will be discontinued without any notice. 

13. Submission of Documents:
At the time of your joining traineeship, photocopy of the following documents should be submitted. Please carry 
the original copies for verification. 

- Standard X and XII Mark sheets equivalent
- Degree certificate and mark sheets for all semesters
- Postgraduate degree certificate and mark sheets for all semesters (if you are a Post-graduate)
- Birth Certificate / Proof of Age
- Passport
- 6 photographs - passport size
- An affidavit / notarised undertaking that there is no criminal offence registered/pending against you.
Your original documents will be returned to you after verification. 

14. Initial Learning Programme (ILP)
On joining TCSL as Trainee, you will be given the benefit of formal & on the job training ("Initial Learning 
Programme") at the location, as identified, for such a period as TCSL may decide. The said training 
programme forms a critical part of your traineeship and is an ongoing process. TCSL continues to make 
investment on training and development of its trainees. This will be of immense value to you and a large part of 
ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing process and a formal 
evaluation will be carried out during the training. We would request that the training be taken very seriously to 
enable you to add maximum value to your professional and personal growth. 

15. Letter of Appointment
Your will be issued a letter of appointment on your joining and after completing joining formalities as per 
TCSL policy 

16. Personal Data Processing:
Your personal data collected and developed during recruitment process will be processed in accordance with the 
TCS Data Privacy Policy. The personal data referred therein are details related to contact, family, education, 
personal identifiers issued by government, social profile, background references, previous employment and 
experience, medical history, skillset, proficiency and certifications, job profile and your career aspirations. 

It will be processed for various organizational purposes such as recruitment, onboarding, background check, 
project assignment, performance management, job rotation, career development including at leadership level, 
diversity and inclusion initiatives, global mobility, wellness program, statutory and legal requirements and specific 
organizational initiatives in force during your tenure in TCS. 

After you join TCS, there would be more sets of Personal Information (PI) attributes processed for various 
legitimate purposes. All of it will be processed with compliance to applicable laws and the TCS Data Privacy 
Policy. In some scenarios of your PI processing, you will be provided with appropriate notice and/or explicit 
consent might be obtained from time to time. 

For the purposes mentioned above, your required PI may be shared with specific vendor organizations who 
provide services to TCS, e.g. background check, health insurance, counselling, travel, transport and visa, payroll 
services, associate engagement activities, and financial and taxation services. 

As TCS is a global company, your PI may be shared with entities outside India, limited for the purposes mentioned 
above and/or in this offer letter. 
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In case of oversees deputation, available privacy rights would be governed as per regulatory provisions and / or 
TCS policies/notice provided applicable at your overseas location. 

17. Terms and conditions:
The above terms and conditions of traineeship are specific to your traineeship period in India. 

18. Rules and Regulations of the Company:
Your traineeship will be governed by the policies, rules, regulations, practices, processes and procedures of the 
Company as applicable to you and the changes therein from time to time. 

19. Compliance to all clauses:
You will be required to fulfill all the terms and conditions mentioned in this letter of offer of traineeship. Any failure 
to fulfill any term and /or condition and/or failure to clear any test successfully would entitle TCSL in 
withdrawing this letter of traineeship at its sole discretion. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not interested in the 
Traineeship and this offer will be automatically withdrawn. Post acceptance of TCSL offer letter if you fail to join on 
the date provided in the TCSL joining letter, the offer will stand automatically terminated at the sole discretion of 
TCSL . 

We look forward to having you in our global team. 

Yours Sincerely, 

For Tata Consultancy Services Limited. 
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Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click Here or use a QR code scanner from your

mobile to validate the offer letter

Encl: Annexure 1: Acceptance
        Annexure 2: Confidentiality, Data and Intellectual Property Protection Terms

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=xZx4TL6T4L448U886p66T06TF0FF8i88FTFF3pxU4644iU8i0pqTTZ6TiL8ib0LiZUFZip8ibTL


ANNEXURE 1

For the candidate to complete:

This is to confirm that I have received the letter of offer and Terms of Traineeship ref No   
TCSL/DT20223622657/Kolkata/BPS/BTN on _____________ (MMM/DD/YYYY).   
I hereby accept this Offer and intend to join traineeship on:

Signature:

Name:
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Annexure 2

                                   Confidentiality, Data and Intellectual Property Protection Terms

1. Confidential Information
"Conf ident ia l  Informat ion" shal l  mean al l  Invent ions and Know-how, informat ion and mater ia l  
of TCS and its subsidiaries as applicable (Collectively termed as TCS) (including for avoidance of doubt any 
Confidential Information of its Clients) that comes into the possession or know of the Associate and shall include 
the following: 

(a) Any and all information processing programs, software, properties, items, information, data, material or any 
nature whatsoever or any parts thereof, additions thereto and materials related thereto, produced or created at 
any time by TCS or the Associate in the course of or in connection with or arising out of the Associate's 
association with TCS. Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, manufacture, operation, 
specifications, use and services of the TCS equipment and components, including, but not limited to, engineering 
and laboratory notebooks, reports, process data, test data, performance data, inventions, trade secrets, systems, 
software, object codes, source codes, copyrighted matters, methods, drawings, computations, calculations, 
computer programs, narrations, flow charts and all documentation therefore and all copies thereof (including for 
avoidance of doubt any such material belonging to the Clients of TCS) 

(c) Corporate strategies and other confidential and proprietary material and information, which could cause 
competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, gathered or collected or 
obtained by the Associate in the course of or arising out of the association with TCS or while in or in connection 
with or for the purposes of his/her association with TCS or any of the operations and entrusted by TCS to the 
Associate. 

2. Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade secret of TCS. Associate 
agrees not to use, or cause to be used, or disclose or divulge or part with either directly or indirectly any 
Confidential Information for the benefit of or to any third parties except for or on behalf of or as directed or 
authorized by TCS or to a person having a valid contract with TCS . Upon termination of employment, the 
Associate agrees to surrender to TCS all Confidential Information that he or she may then possess or have under 
his or her control. 

3. Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential Information shall at all times 
vest in and remain with or belong to TCS and Associate shall have no right title or claim of any nature whatsoever 
in the Confidential Information. Associate shall promptly disclose to an authorized officer of TCS all inventions, 
ideas, innovations, discoveries, improvements, suggestions, or reports and enhancements made, created, 
developed, conceived or devised by him or her arising out of his or her engagement with TCS, including in the 
course of provision of services to the Clients of TCS and Associate hereby agrees and confirms that all such 
intellectual property rights shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any interest in and to any 
domestic or foreign patent rights, trademarks, trade names copyrights and trade secret rights therein and any 
renewals thereof. On request of TCS, Associate shall execute from time to time, during or after the termination of 
his or her employment, such further instruments, including without limitations, applications for letters of patent, 
trademarks, trade names and copyrights or assignments thereof, as may be deemed necessary or desirable by 
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TCS to perfect the title of TCS in the intellectual property rights and to effectuate the provisions hereof. All 
expenses of filling or prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any such applications. Associate 
hereby expressly waives any "artist's rights" or "moral rights", which Associate might otherwise have in such 
intellectual property rights. 

4. Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no knowledge of the 
Confidential Information of TCS and that such Confidential Information is of a confidential and secret character 
and is vital to the continued success of TCS's business. Associate further acknowledges that he or she is 
associated with TCS in a capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential Information, it is necessary 
for TCS to protect such Confidential Information by holding it secret and confidential. 

5. Use of third party material
Associate expressly agrees that Associate shall not in the course of his or her association with TCS and while 
working on the premises or facilities of TCS or its Clients or in connection with the development of any intellectual 
property rights or work for or on behalf of TCS; 

a) use any third party material or intellectual property rights except those intellectual property rights provided by 
TCS or expressly authorised by TCS or without having proper authorisation or license or approval of the 
respective owner of such intellectual property rights. 

b) Participate in any activity for creation (including conception, design, development, testing, implementation, 
support or marketing) of any Intellectual Property for or on behalf of TCS or its affiliates if Associate has been 
exposed, directly or indirectly, to any Third Party IP which is in the same subject area (such as research area, 
technology or application area) as, or which is same or similar to, the Intellectual Property or any portion thereof, 
to be so created, unless; 

i) Associate has expressly declared to TCS in a prescribed form whether such exposure was owing to publically 
available information or under and subject to any agreement; AND 

ii) TCS has expressly confirmed to the Associate that TCS has proper authorization or license or approval of the 
respective owner of such Third Party IP to use the same in Intellectual Property or portion thereof to be created 
and authorized in writing Associate's participation in such activity. 

c) knowingly access, make reference to or use any Third Party IP (except as permitted under Section 5(a), 
directly or indirectly, during the period of association with the creation (conception, design, development, testing, 
implementation, support or marketing) of TCS Intellectual Property or portion thereof, which is in the same subject 
area of TCS Intellectual Property or which is same or similar to such TCS Intellectual Property or portion thereof 
being created. In case, Associate access or is exposed to any such Third Party IP during such association, 
Associate shall promptly bring it to the notice of TCS IP asset owner or TCS project manager in writing and 
immediately cease to participate in any such activity 

6. Security policies and Guidelines.
6.1 Associate agrees to abide by and be bound by any and all policies, documents, guidelines and processes 
including IP, Information Security and Confidentiality of TCS in force from time to time whether expressly 
endorsed or not. 

6.2 Associate acknowledge and agree that in the course of, and as a result of his/her engagement with TCS, 
Associate will have access to, obtain or come across personal data or information of other TCS Associates or 
Clients, including without limitation, sensitive personal data or information (collectively "Personal Data and 
Information") within the meaning of the applicable Indian Law and Rules or any other applicable Law, directive or 
regulation anywhere in the world. In respect of any such Personal Data and Information accessed, obtained, 
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acquired or processed by Associate for and on behalf of TCS, its affiliates or Clients, Associate undertake that 
he/she will: 

(a) process the Personal Data and Information only on behalf of TCS, its Affiliates or Clients, as the case may be, 
and only on and in accordance with instructions received from the data controller from time to time; 

(b) abide by such technical and organizational measures necessary to prevent the accidental or 
unlawful destruction or accidental loss, alteration, un-authorized disclosure or access to the Personal Data and 
Information; 

(c) promptly (and in any event within 24 hours of awareness) bring to notice of TCS or its Affiliates, as the case 
may be, of any actual or suspected incident of unauthorized or accidental disclosure of, or access to, the Personal 
Data and Information or other breach of this section (a "Security Breach"); 

(d) promptly provide TCS with all information in Associate's notice, possession or control concerning any Security 
Breach and not make any public announcement regarding a Security Breach without TCS's prior written consent; 

(e) not do, or omit to do, anything, which would cause TCS or any of its employees, officers or agents to be in 
breach of its obligations under any privacy or data protection policy, regulation or legislation; 

(f) upon expiry or termination of Associate's engagement with TCS, return all copies of the Personal Data and 
Information to TCS in Associate's possession or control; and 

(g) promptly bring to TCS notice of any request received from a data subject to have access to his/her Personal 
Data and Information or of any other communication relating to the access, use or processing of any Personal 
Data and Information (including any notice from the regulatory body) and fully co-operate and assist TCS in 
relation to any such request or communication. 

6.3 Associate expressly consent that TCS and/or its affiliates may collect, use, transfer, retain or otherwise 
process Associate's Personal Data and Information in connection with his/her engagement with TCS, in 
accordance with the then / current TCS policies and procedures and applicable privacy and data protection 
legislation. TCS may use third party services or sub-contractors to collect or otherwise process Associate's 
Personal Data and Information for which TCS shall remain responsible for such third party services provider or 
sub-contractor's compliance with TCS's obligations hereunder. 

7. Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client's premises or from home (remote working) as per 
the directions of supervisor and / or the provisions of the applicable policy. 

Associate understands that working in this hybrid environment may have higher confidentiality and information 
security risks. Associate acknowledges that when working remotely the Associate: 

a) Will work only in a private, secured work area in compliance with the guidelines issued and amended from time 
to time. 

b) Will comply with and work in a manner consistent with TCS Data Privacy and Security Policies/Protocols. 

c) Will bring to the notice of HR of the Unit to any circumstances that prevent Associate from working in a manner 
consistent with TCS data privacy and security policies/ protocols. 

d) Will inform the HR of the Unit if the Associate shares a home with any family member or an individual who is 
employed by a competitor of TCS or TCS client the Associate is assigned to, or if any other circumstances at 
home exist which implicates the TCS Code of Conduct Conflict of Interest provision. 
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e) Will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure obligations. 

f) Will be using the Company allotted laptop or similar authorized computing device (together called "official 
asset") only to connect to TCS network/customer network through authorized means (or the Customer provided 
laptop to access the customer network if so, mandated by the Customer). 

g) Will not allow anybody to share the official asset being used. 

8. Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, sell, incorporate or 
otherwise exploit, for his or her own use or for any other purpose, any of the Confidential Information including 
intellectual properties of TCS that is or may be revealed to him or her by TCS or which may in the course of his or 
her employment with TCS come into his or her possession or knowledge unless specifically authorized to do so in 
writing by TCS. 

9. No License
TCS and Associate agree that no license under any patent or copyright now existing or hereafter obtained by TCS 
is granted, agreed to be granted, or implied by the terms of this Agreement, or by the disclosure to Associate of 
the Confidential Information. 

10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession and / or knowledge of 
Associate is of a unique, highly confidential and proprietary nature. It is further acknowledged by Associate that 
the disclosure, distribution, dissemination and / or release by Associate of the Confidential Information without the 
prior written consent of TCS or any breach of the Confidentiality, Data and IP Protection Terms by Associate will 
cause TCS to suffer severe, immediate and irreparable damage and that upon any such breach or any threat 
thereof, TCS shall without prejudice to any other remedies available to it, be entitled to appropriate equitable relief 
including the relief of specific performance and injunctive relief, in addition to whatever remedies it might have at 
law. 

11.  General
(a)The provisions hereof shall be interpreted, determined and enforced in accordance with the laws of India. 

(b)In the event of any dispute or disagreement over the interpretation of any of the terms herein 
contained or any claim or liability of any party, the same shall be referred to a person to be nominated by TCS, 
whose decision shall be final and binding upon the parties hereto. Subject to the above, the arbitration shall be 
governed by the Arbitration and Conciliation Act, 1996 or any modifications or re-enactment thereof. Associate 
confirms that the fact that the arbitrator shall be a nominee of TCS shall not be a ground for objecting to such 
arbitration or challenging the decision of the arbitrator. The venue of arbitration shall be Mumbai. Subject to the 
above arbitration clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the laws of 
India. 

(c)If any provision hereof shall be found by a judicial tribunal to be contrary to governing law, it shall be deemed 
null and void without annulling or rendering invalid the remainder of the Agreement and if the invalid portion is 
such that the remainder cannot be sustained without it, the Parties herein shall find a suitable replacement to the 
invalid portion that shall be legally valid. 

(d)This Confidentiality, Data and IP Protection Terms along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the parties and supersedes all 
prior agreements and understandings pertaining to the subject matter thereof. No delay of omission of either Party 
in exercising or enforcing any of their rights or remedies hereunder shall constitute a waiver thereof. 

(e)This Confidentiality, Data and IP Protection Terms may not be amended except in writing signed by authorized 
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representatives of both parties. 

(f)The obligations of Associate in terms of this Confidentiality, Data and IP Protection Terms shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall continue thereafter in 
perpetuity. 

Please complete and return these documents to the TCSL HR executive, within 7 days of receiving this 
offer. 

This is to confirm that I have received the Letter of Offer on ________________ . 

I hereby accept this Offer and intend to join service on__________________. 

Name: 

Address: 

Signature: 

Date: 
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Offer: BUSINESS PROCESS SERVICES
Ref: TCSL/DT20234238720/Kolkata/BPS/BTN
Date: 28/08/2023

Ms. Nishi  Kapoor
Neem Tal Diwan Mohalla
Patna City
Neem Tal
Patna-800008
Bihar
Tel# 91-7250430587

Dear Ms. Nishi  Kapoor,

Sub: Letter of Offer and Terms of Traineeship

Thank you for exploring training opportunities with Tata Consultancy Services Limited(TCSL). You have successfully 
completed our initial selection process and we are pleased to make you an offer as "Trainee BPS" for a period of 12 
months. During this period you will be paid a stipend of Rs. 10,660/- per month.You will be engaged as a Trainee / 
Apprentice under the model / certified Standing Orders (as the case may be) applicable to you. 

Kindly confirm your acceptance of this traineeship by proposing your date of joining and signing Annexure 1. If not 
accepted within 7 days of receipt, this offer is liable to lapse at the discretion of the Company. You may handover your 
acceptance letter to the HR Officer/ Induction Officer at any of our offices. 

After you accept this letter of traineeship and clear the medical check-up, and background check you will be given a 
letter of appointment as a trainee indicating the details of your joining date and initial place of posting after completing 
joining formalities as per company policy. 

TCS decision of releasing the Offer of Traineeship and allowing you to join the organization before completion of your 
final Graduation examination which has been uncertainly delayed owing to COVID-19 Pandemic, shall not be 
construed as a waiver of the condition specified in the Terms of Traineeship under clause 'Pre-requisites of 
Traineeship'. The status of your Graduation completion will be reviewed periodically. The Management reserves the 
right to revoke this Offer of Traineeship if it is later established that you could not successfully complete your 
Graduation without any pending arrears/backlogs. 
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OTHER BENEFITS

1. Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependents under the company's Health 
Insurance Scheme (HIS). 

Entitlement - Under this scheme, you and your enrolled dependents will be entitled for Rs. 5, 00,000/- as a family 
cover under the default HIS plan towards hospitalization expenses. 

Premium rates and contribution will be applicable as per the TCS Health Insurance Policy and the amendment 
made therein from time to time. You have the flexibility to choose a plan which is higher than the default HIS plan 
during the permitted window, by paying the applicable additional premium plus taxes. 

*Note: The above Health Insurance Scheme is subject to revision. The policy changes if any, in future, will prevail 
. For further details, please refer to the policy document 

2. Professional Memberships:
You will be eligible for reimbursement of expenses towards professional membership as per TCSL 's policy. 

3. Social Security - Employees' State Insurance:
The company will contribute 3.25% of your stipend or such amount as determined by law towards ESI
contribution till you remain covered under Employee's State Insurance Act, 1948.

4. Compensation Benefits under ESI Act / Employees' Compensation Act:
If you are covered under Employees State Insurance Act (ESI Act), you are entitled to claim the benefits in the 
event of accidental injury resulting into death or disablement arising out of and in the course of employment, from 
Employees' State Insurance Corporation. 

If you are out of the purview of ESI Act, you will be eligible for compensation benefit in the event of disablement 
arising out of and in the course of employment as per applicable Company policy. In the event of death arising out 
of and in the course of employment, your beneficiary will be eligible for compensation as per the Company's 
policy. For more details on this, refer TCS India policy - Afterlife Benefits and TCS India policy - Health Insurance 
after joining the organization. 

* Inclusion or exclusion of an employee under 'Employee State Insurance Corporation' is as defined as per the 
ESIC Act 

5. Night Shift Stipend:
Trainees assigned to night shifts for training would be eligible for a Night Shift Stipend of Rs. 200/- per shift 
as per the company policy. 

6. Process Specific Stipend:
Based on your allocation, to a process and on account of the process complexity involved, you may be eligible for 
additional process specific stipend, as defined by the Company. 

TERMS OF TRAINEESHIP

1. Traineeship Pre-requisites
Your appointment as a Trainee / Apprentice under the model / certified Standing Order will be subject to 
successful completion of your graduation examination without any pending arrears / back logs during the entire 
course duration. 
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It is clearly understood, agreed and made abundantly clear that in case you do not successfully clear your 
graduation your traineeship with TCSL will be discontinued without any notice or notice pay 

It is mandatory to declare the gaps / arrears / back log, if any, during your academics and work experience. The 
management reserves the right to withdraw/revoke the offer of traineeship at any time at its sole discretion in case 
of any discrepancy or false information is found in the details submitted by you. 

2. Traineeship Period:
During the period of your training of 12 months, you may be required to undergo classroom and on the job 
training. During this period, you may be appraised to evaluate your performance and if your performance is found 
to be satisfactory, you may be absorbed / appointed in the regular employment of the Company at its sole 
discretion. 

It is hereby specifically clarified that the Company is under no obligation whatsoever to absorb / appoint you on 
regular basis upon successful completion of your training period of 12 months. You shall not be deemed to have 
been absorbed / appointed in the regular employment of the company, unless & until you receive a written 
communication in this regard from the Company. 

If your performance is found unsatisfactory, TCSL may terminate your traineeship forthwith by giving you 30 
calendar days' notice in writing or payment of stipend for 30 calendar days in lieu thereof. 

If you remain on unauthorized absence for a consecutive period of 3 days during the training programme without 
authorisation or intimation, a presumption shall arise that you have abandoned your traineeship and the company 
shall be entitled to disqualify and disentitle you forthwith for any further training and your name is liable to be 
automatically stand discontinued from the list of ILP trainees without any further intimation / separate 
communication to you. 

3. Hours of Training:
You may be required to undergo training in shifts and / or in extended training hours as permitted by law. 

4. Leave:
You will be entitled for leaves as per the company's policy. 

5. Transport:
TCS BPS provides company transport facility within a pre-defined radius for each location as defined in the 
company transport policy. TCS employees living beyond these boundaries would be required to make their own 
arrangements and the routes are predetermined and not permitted to be varied under any circumstances. The 
company will make appropriate provisions for those working in night shift as permitted by law/ policy. 

6. Alternative Occupation / Traineeship:
During the period of your traineeship at TCSL , you are not permitted to undertake any other traineeship, 
employment, business, assume any public or private office, honorary or remunerative, without the prior written 
permission of the company. 

7. Confidentiality, Data and Intellectual Property Protection:
As part of the joining formalities, you are required to sign a Confidentiality, Data and IP Protection Terms, which 
aims to protect the intellectual property rights and business information of TCSL and its clients. The detailed 
Confidentiality, Data and IP Protection related terms and conditions are set out in Annexure 2 

8. Work in SBWS mode:
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model framework that allows 
seamless deployment of virtual workspaces in a secure manner that enables flexible working options aligned to its 
business objectives. You may be required to work either from TCS offices/TCS Client offices or from home 
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(remote working) as per the requirements of the project or group you are assigned to work with and as 
communicated to you by the Unit HR or your supervisor. You are required to abide by the Policy and / or 
Guidelines issued by TCS from time to time while operating within this framework. For more details, please refer 
the Policy / Guideline document on Remote Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such flexible working and ensure 
adherence to TCS Security Policies/Protocols and Confidentiality obligations at all times. 

9. TATA Code of Conduct:
You are required to sign the TATA Code of Conduct and follow the same in your day to day conduct as a trainee 
of TCSL . 

10.  Notice Period:
You will have to give at least 30 calendar days' prior notice in writing before discontinuing your traineeship with the 
Company. The Company may discontinue your traineeship by giving you 30 calendar days' notice in writing or 
payment of stipend for 30 days in lieu thereof. 

11.  Medical Test:
You are required to undergo a pre-Traineeship medical check-up and obtain a fitness certificate from the 
registered medical practitioner/Doctor. This is a pre-condition for Traineeship. Please collect the medical check-up 
authorization letter from the company HR executive, at the time of submitting your written acceptance of this offer. 
To verify your identification, we request you to carry a photograph and a photo identification document issued by 
government like passport, PAN card, Election Card, Driving License etc. If you are a campus recruit, you may 
produce your current educational institute`s photo identification card in the absence of government photo 
identification document. 

Retention of reasonable medical fitness is also a condition of Traineeship. The company also reserves the right to 
get yourself examined by a doctor at any time during your Traineeship and futher employment(if absorbed in 
Regular Employment) to ascertain your medical fitness. The opinion of the doctor appointed by the company shall 
be final and binding on both parties. Your failure, refusal or inability to appear for such medical examination will 
result in the determination of your Traineeship or Employment as the case may be without any notice or notice 
pay in lieu of notice. 

Your Traineeship or further Employment (if absorbed in Regular Employment) is liable to be discontinued / 
terminated on account of your continued ill health or if you are found to be medically unfit for the job as may be 
certified by the company's doctor. 

12. Background Check:
Your traineeship will be subject to a background check in line with the Company's background check policy. A 
specially appointed agency will conduct internal and external background checks. Normally, such checks are 
completed within one month of joining. If the background checks are unfavorable or at a variance with your own 
declarations, your traineeship will be discontinued without any notice. 

13. Submission of Documents:
At the time of your joining traineeship, photocopy of the following documents should be submitted. Please carry 
the original copies for verification. 

- Standard X and XII Mark sheets equivalent
- Degree certificate and mark sheets for all semesters
- Postgraduate degree certificate and mark sheets for all semesters (if you are a Post-graduate)
- Birth Certificate / Proof of Age
- Passport
- 6 photographs - passport size
- An affidavit / notarised undertaking that there is no criminal offence registered/pending against you.
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Your original documents will be returned to you after verification. 

14. Initial Learning Programme (ILP)
On joining TCSL as Trainee, you will be given the benefit of formal & on the job training ("Initial Learning 
Programme") at the location, as identified, for such a period as TCSL may decide. The said training 
programme forms a critical part of your traineeship and is an ongoing process. TCSL continues to make 
investment on training and development of its trainees. This will be of immense value to you and a large part of 
ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing process and a formal 
evaluation will be carried out during the training. We would request that the training be taken very seriously to 
enable you to add maximum value to your professional and personal growth. 

15. Letter of Appointment
Your will be issued a letter of appointment on your joining and after completing joining formalities as per 
TCSL policy 

16. Personal Data Processing:
Your personal data collected and developed during recruitment process will be processed in accordance with the 
TCS Data Privacy Policy. The personal data referred therein are details related to contact, family, education, 
personal identifiers issued by government, social profile, background references, previous employment and 
experience, medical history, skillset, proficiency and certifications, job profile and your career aspirations. 

It will be processed for various organizational purposes such as recruitment, onboarding, background check, 
project assignment, performance management, job rotation, career development including at leadership level, 
diversity and inclusion initiatives, global mobility, wellness program, statutory and legal requirements and specific 
organizational initiatives in force during your tenure in TCS. 

After you join TCS, there would be more sets of Personal Information (PI) attributes processed for various 
legitimate purposes. All of it will be processed with compliance to applicable laws and the TCS Data Privacy 
Policy. In some scenarios of your PI processing, you will be provided with appropriate notice and/or explicit 
consent might be obtained from time to time. 

For the purposes mentioned above, your required PI may be shared with specific vendor organizations who 
provide services to TCS, e.g. background check, health insurance, counselling, travel, transport and visa, payroll 
services, associate engagement activities, and financial and taxation services. 

As TCS is a global company, your PI may be shared with entities outside India, limited for the purposes mentioned 
above and/or in this offer letter. 

In case of oversees deputation, available privacy rights would be governed as per regulatory provisions and / or 
TCS policies/notice provided applicable at your overseas location. 

17. Terms and conditions:
The above terms and conditions of traineeship are specific to your traineeship period in India. 

18. Rules and Regulations of the Company:
Your traineeship will be governed by the policies, rules, regulations, practices, processes and procedures of the 
Company as applicable to you and the changes therein from time to time. 

19. Compliance to all clauses:
You will be required to fulfill all the terms and conditions mentioned in this letter of offer of traineeship. Any failure 
to fulfill any term and /or condition and/or failure to clear any test successfully would entitle TCSL in 
withdrawing this letter of traineeship at its sole discretion. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not interested in the 
Traineeship and this offer will be automatically withdrawn. Post acceptance of TCSL offer letter if you fail to join on 
the date provided in the TCSL joining letter, the offer will stand automatically terminated at the sole discretion of 
TCSL . 

We look forward to having you in our global team. 

Yours Sincerely, 

For Tata Consultancy Services Limited. 
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Girish V. Nandimath
Global Head, Talent Acquisition & Academic Interface

Click Here or use a QR code scanner from your

mobile to validate the offer letter

Encl: Annexure 1: Acceptance
        Annexure 2: Confidentiality, Data and Intellectual Property Protection Terms

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=xpx4FTFF0UqTTp6T3pxUUq4U0ZqTpFpFbULi6866FTFFiq8iFFFF8x888988ZFFZU84UTb6T93p


ANNEXURE 1

For the candidate to complete:

This is to confirm that I have received the letter of offer and Terms of Traineeship ref No   
TCSL/DT20234238720/Kolkata/BPS/BTN on _____________ (MMM/DD/YYYY).   
I hereby accept this Offer and intend to join traineeship on:

Signature:

Name:
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Annexure 2

                                   Confidentiality, Data and Intellectual Property Protection Terms

1. Confidential Information
"Conf ident ia l  Informat ion" shal l  mean al l  Invent ions and Know-how, informat ion and mater ia l  
of TCS and its subsidiaries as applicable (Collectively termed as TCS) (including for avoidance of doubt any 
Confidential Information of its Clients) that comes into the possession or know of the Associate and shall include 
the following: 

(a) Any and all information processing programs, software, properties, items, information, data, material or any 
nature whatsoever or any parts thereof, additions thereto and materials related thereto, produced or created at 
any time by TCS or the Associate in the course of or in connection with or arising out of the Associate's 
association with TCS. Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, manufacture, operation, 
specifications, use and services of the TCS equipment and components, including, but not limited to, engineering 
and laboratory notebooks, reports, process data, test data, performance data, inventions, trade secrets, systems, 
software, object codes, source codes, copyrighted matters, methods, drawings, computations, calculations, 
computer programs, narrations, flow charts and all documentation therefore and all copies thereof (including for 
avoidance of doubt any such material belonging to the Clients of TCS) 

(c) Corporate strategies and other confidential and proprietary material and information, which could cause 
competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, gathered or collected or 
obtained by the Associate in the course of or arising out of the association with TCS or while in or in connection 
with or for the purposes of his/her association with TCS or any of the operations and entrusted by TCS to the 
Associate. 

2. Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade secret of TCS. Associate 
agrees not to use, or cause to be used, or disclose or divulge or part with either directly or indirectly any 
Confidential Information for the benefit of or to any third parties except for or on behalf of or as directed or 
authorized by TCS or to a person having a valid contract with TCS . Upon termination of employment, the 
Associate agrees to surrender to TCS all Confidential Information that he or she may then possess or have under 
his or her control. 

3. Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential Information shall at all times 
vest in and remain with or belong to TCS and Associate shall have no right title or claim of any nature whatsoever 
in the Confidential Information. Associate shall promptly disclose to an authorized officer of TCS all inventions, 
ideas, innovations, discoveries, improvements, suggestions, or reports and enhancements made, created, 
developed, conceived or devised by him or her arising out of his or her engagement with TCS, including in the 
course of provision of services to the Clients of TCS and Associate hereby agrees and confirms that all such 
intellectual property rights shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any interest in and to any 
domestic or foreign patent rights, trademarks, trade names copyrights and trade secret rights therein and any 
renewals thereof. On request of TCS, Associate shall execute from time to time, during or after the termination of 
his or her employment, such further instruments, including without limitations, applications for letters of patent, 
trademarks, trade names and copyrights or assignments thereof, as may be deemed necessary or desirable by 
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TCS to perfect the title of TCS in the intellectual property rights and to effectuate the provisions hereof. All 
expenses of filling or prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any such applications. Associate 
hereby expressly waives any "artist's rights" or "moral rights", which Associate might otherwise have in such 
intellectual property rights. 

4. Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no knowledge of the 
Confidential Information of TCS and that such Confidential Information is of a confidential and secret character 
and is vital to the continued success of TCS's business. Associate further acknowledges that he or she is 
associated with TCS in a capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential Information, it is necessary 
for TCS to protect such Confidential Information by holding it secret and confidential. 

5. Use of third party material
Associate expressly agrees that Associate shall not in the course of his or her association with TCS and while 
working on the premises or facilities of TCS or its Clients or in connection with the development of any intellectual 
property rights or work for or on behalf of TCS; 

a) use any third party material or intellectual property rights except those intellectual property rights provided by 
TCS or expressly authorised by TCS or without having proper authorisation or license or approval of the 
respective owner of such intellectual property rights. 

b) Participate in any activity for creation (including conception, design, development, testing, implementation, 
support or marketing) of any Intellectual Property for or on behalf of TCS or its affiliates if Associate has been 
exposed, directly or indirectly, to any Third Party IP which is in the same subject area (such as research area, 
technology or application area) as, or which is same or similar to, the Intellectual Property or any portion thereof, 
to be so created, unless; 

i) Associate has expressly declared to TCS in a prescribed form whether such exposure was owing to publically 
available information or under and subject to any agreement; AND 

ii) TCS has expressly confirmed to the Associate that TCS has proper authorization or license or approval of the 
respective owner of such Third Party IP to use the same in Intellectual Property or portion thereof to be created 
and authorized in writing Associate's participation in such activity. 

c) knowingly access, make reference to or use any Third Party IP (except as permitted under Section 5(a), 
directly or indirectly, during the period of association with the creation (conception, design, development, testing, 
implementation, support or marketing) of TCS Intellectual Property or portion thereof, which is in the same subject 
area of TCS Intellectual Property or which is same or similar to such TCS Intellectual Property or portion thereof 
being created. In case, Associate access or is exposed to any such Third Party IP during such association, 
Associate shall promptly bring it to the notice of TCS IP asset owner or TCS project manager in writing and 
immediately cease to participate in any such activity 

6. Security policies and Guidelines.
6.1 Associate agrees to abide by and be bound by any and all policies, documents, guidelines and processes 
including IP, Information Security and Confidentiality of TCS in force from time to time whether expressly 
endorsed or not. 

6.2 Associate acknowledge and agree that in the course of, and as a result of his/her engagement with TCS, 
Associate will have access to, obtain or come across personal data or information of other TCS Associates or 
Clients, including without limitation, sensitive personal data or information (collectively "Personal Data and 
Information") within the meaning of the applicable Indian Law and Rules or any other applicable Law, directive or 
regulation anywhere in the world. In respect of any such Personal Data and Information accessed, obtained, 
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acquired or processed by Associate for and on behalf of TCS, its affiliates or Clients, Associate undertake that 
he/she will: 

(a) process the Personal Data and Information only on behalf of TCS, its Affiliates or Clients, as the case may be, 
and only on and in accordance with instructions received from the data controller from time to time; 

(b) abide by such technical and organizational measures necessary to prevent the accidental or 
unlawful destruction or accidental loss, alteration, un-authorized disclosure or access to the Personal Data and 
Information; 

(c) promptly (and in any event within 24 hours of awareness) bring to notice of TCS or its Affiliates, as the case 
may be, of any actual or suspected incident of unauthorized or accidental disclosure of, or access to, the Personal 
Data and Information or other breach of this section (a "Security Breach"); 

(d) promptly provide TCS with all information in Associate's notice, possession or control concerning any Security 
Breach and not make any public announcement regarding a Security Breach without TCS's prior written consent; 

(e) not do, or omit to do, anything, which would cause TCS or any of its employees, officers or agents to be in 
breach of its obligations under any privacy or data protection policy, regulation or legislation; 

(f) upon expiry or termination of Associate's engagement with TCS, return all copies of the Personal Data and 
Information to TCS in Associate's possession or control; and 

(g) promptly bring to TCS notice of any request received from a data subject to have access to his/her Personal 
Data and Information or of any other communication relating to the access, use or processing of any Personal 
Data and Information (including any notice from the regulatory body) and fully co-operate and assist TCS in 
relation to any such request or communication. 

6.3 Associate expressly consent that TCS and/or its affiliates may collect, use, transfer, retain or otherwise 
process Associate's Personal Data and Information in connection with his/her engagement with TCS, in 
accordance with the then / current TCS policies and procedures and applicable privacy and data protection 
legislation. TCS may use third party services or sub-contractors to collect or otherwise process Associate's 
Personal Data and Information for which TCS shall remain responsible for such third party services provider or 
sub-contractor's compliance with TCS's obligations hereunder. 

7. Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client's premises or from home (remote working) as per 
the directions of supervisor and / or the provisions of the applicable policy. 

Associate understands that working in this hybrid environment may have higher confidentiality and information 
security risks. Associate acknowledges that when working remotely the Associate: 

a) Will work only in a private, secured work area in compliance with the guidelines issued and amended from time 
to time. 

b) Will comply with and work in a manner consistent with TCS Data Privacy and Security Policies/Protocols. 

c) Will bring to the notice of HR of the Unit to any circumstances that prevent Associate from working in a manner 
consistent with TCS data privacy and security policies/ protocols. 

d) Will inform the HR of the Unit if the Associate shares a home with any family member or an individual who is 
employed by a competitor of TCS or TCS client the Associate is assigned to, or if any other circumstances at 
home exist which implicates the TCS Code of Conduct Conflict of Interest provision. 
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e) Will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure obligations. 

f) Will be using the Company allotted laptop or similar authorized computing device (together called "official 
asset") only to connect to TCS network/customer network through authorized means (or the Customer provided 
laptop to access the customer network if so, mandated by the Customer). 

g) Will not allow anybody to share the official asset being used. 

8. Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, sell, incorporate or 
otherwise exploit, for his or her own use or for any other purpose, any of the Confidential Information including 
intellectual properties of TCS that is or may be revealed to him or her by TCS or which may in the course of his or 
her employment with TCS come into his or her possession or knowledge unless specifically authorized to do so in 
writing by TCS. 

9. No License
TCS and Associate agree that no license under any patent or copyright now existing or hereafter obtained by TCS 
is granted, agreed to be granted, or implied by the terms of this Agreement, or by the disclosure to Associate of 
the Confidential Information. 

10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession and / or knowledge of 
Associate is of a unique, highly confidential and proprietary nature. It is further acknowledged by Associate that 
the disclosure, distribution, dissemination and / or release by Associate of the Confidential Information without the 
prior written consent of TCS or any breach of the Confidentiality, Data and IP Protection Terms by Associate will 
cause TCS to suffer severe, immediate and irreparable damage and that upon any such breach or any threat 
thereof, TCS shall without prejudice to any other remedies available to it, be entitled to appropriate equitable relief 
including the relief of specific performance and injunctive relief, in addition to whatever remedies it might have at 
law. 

11.  General
(a)The provisions hereof shall be interpreted, determined and enforced in accordance with the laws of India. 

(b)In the event of any dispute or disagreement over the interpretation of any of the terms herein 
contained or any claim or liability of any party, the same shall be referred to a person to be nominated by TCS, 
whose decision shall be final and binding upon the parties hereto. Subject to the above, the arbitration shall be 
governed by the Arbitration and Conciliation Act, 1996 or any modifications or re-enactment thereof. Associate 
confirms that the fact that the arbitrator shall be a nominee of TCS shall not be a ground for objecting to such 
arbitration or challenging the decision of the arbitrator. The venue of arbitration shall be Mumbai. Subject to the 
above arbitration clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the laws of 
India. 

(c)If any provision hereof shall be found by a judicial tribunal to be contrary to governing law, it shall be deemed 
null and void without annulling or rendering invalid the remainder of the Agreement and if the invalid portion is 
such that the remainder cannot be sustained without it, the Parties herein shall find a suitable replacement to the 
invalid portion that shall be legally valid. 

(d)This Confidentiality, Data and IP Protection Terms along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the parties and supersedes all 
prior agreements and understandings pertaining to the subject matter thereof. No delay of omission of either Party 
in exercising or enforcing any of their rights or remedies hereunder shall constitute a waiver thereof. 

(e)This Confidentiality, Data and IP Protection Terms may not be amended except in writing signed by authorized 
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representatives of both parties. 

(f)The obligations of Associate in terms of this Confidentiality, Data and IP Protection Terms shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall continue thereafter in 
perpetuity. 

Please complete and return these documents to the TCSL HR executive, within 7 days of receiving this 
offer. 

This is to confirm that I have received the Letter of Offer on ________________ . 

I hereby accept this Offer and intend to join service on__________________. 

Name: 

Address: 

Signature: 

Date: 
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Offer: Shared Services Group 
Ref: TCSL/DT20234723074/Kolkata  
Date: 20/10/2023 
 
Mr. Nitin  Kumar 
Sultanganj Garhua  
Tola Shiv Mandir Mahendru Patna -6 Sultanganj, 
Shiv Mandir,  
Patna-800006, Bihar. 
Tel# 91-8405812363 
 

Dear Nitin  Kumar, 

Sub: Letter of Offer 

Thank you for exploring career opportunities with TATA Consultancy Services Limited (TCSL). You 

have successfully completed our initial selection process and we are pleased to make you an offer of 

employment.  

This offer is based on your profile and performance in the selection process. You have been selected for 

the position of Assistant (Asse) in Grade S5.  

Your gross salary including all benefits will be ₹2,19,862/- per annum, as per the terms and conditions 

set out herein. Annexure 1 provides break-up of the compensation package.  

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 

accepted within 7 Days, it will be construed that you are not interested in this employment and this 

offer will be automatically withdrawn.  

After you accept this offer you will be given a joining letter indicating the details of your joining date 

and initial place of posting. The Joining letter will be issued to you only upon successful completion 

of your academic course, you meeting the TCS eligibility criteria. You will also be issued a letter of 

appointment at the time of your joining after completing joining formalities as per company 

policy.Your offer is subject to a positive background check.  
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COMPENSATION AND BENEFITS 

Basic Salary 

You will be eligible for a basic salary of ₹9,308/- per month.  

BOUQUET OF BENEFITS (BoB) 

Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 

defined framework, twice in a financial year. All the components will be disbursed on a monthly basis.  

The components under Bouquet of Benefits are listed below. The amounts given here for each of the 

components below are as per pre-defined structure. However you may want to re-distribute the BoB 

amount between the components as per your tax plan, once you join TCSL. To design your Bouquet 

of Benefits, you may access the link to BoB in the "Employee Self Service" link on "Ultimatix", the 

internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL will be deducting 

tax at source as per income tax guidelines.  

House Rent Allowance (HRA) 

Your HRA will be ₹3,723/- per month. While restructuring your BoB amount to various components, it is 

mandatory that at least 5% of monthly basic pay be allocated towards HRA 

Leave Travel Allowance 

You will be eligible for annual Leave Travel Allowance which is equivalent to one month's basic 

salary or a pro-rata amount in case you join during the financial year. This will be disbursed on a 

monthly basis along with the monthly salary. To avail income tax benefits, you need to apply for a 

minimum of three days of leave and submit supporting travel documents.  

Food Card 

You will be eligible for a Food Card. It can be used to purchase food items at all domestic VISA 

enabled restaurants and fast food restaurants including TCS cafeterias. As per the Pre-Defined 

structure you will be eligible for a Food Card with an amount of ₹500/- being credited to this card per 

month. However you may want to re-distribute the BoB amount between the components as per 

your tax plan, once you join TCSL.  

PERFORMANCE PAY 

Monthly Performance Pay 

You will receive a monthly performance pay of ₹1,400/-. The same will be reviewed on completion 

of your first Anniversary with the company and will undergo a change basis your own ongoing 

individual performance.  
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CITY ALLOWANCE 

You will be eligible for a City Allowance of ₹200/- per month. This allowance is fully taxable, is specific 

to India and linked to your base branch. It is subject to review and will be discontinued while on 

international assignments.   
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OTHER BENEFITS 

Health Insurance Scheme 

TCSL brings the benefit of health insurance cover to you and your dependants under the company's 

Health Insurance Scheme(HIS).  

HIS offers the following benefits:  

1. Basic Cover 

i. Entitlement - Includes domiciliary expenses up to ₹6,000/- per insured person per annum and 

basic hospitalization expenses up to ₹2,00,000/- per insured person per annum.  

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 

provided these members are explicitly enrolled by you under the scheme. Additionally, if you wish 

to cover dependent parents/parents-in-law or remaining children, the applicable premium per 

insured person is to be borne by you.  

2. Higher Hospitalisation 

Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your enrolled 

dependents will be automatically covered under Higher Hospitalisation benefits.  

i. Entitlement - You and your enrolled dependants will be entitled for ₹12, 00,000/- as a family 

floater coverage towards hospitalisation expenses, over and above the individual basic 

coverage.  

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 

salary and the differential premium will be borne by TCSL.  

Maternity Leave 

Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 

commissioning mother,may avail maternity leave for twelve weeks. For more details on the benefits 

and eligibility, once you join, please refer TCS India Policy - Maternity Leave.  

Loans 

You will be eligible for loans, as per TCSL's loan policy.  

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT) 

You will become a member of the TWT, on completion of continuous association of one year from 

the date of joining TCSL. A nominal annual membership fee of ₹250/- will be recovered from you for 

the same. The Trust provides financial assistance by way of grants/ loans in accordance with the 
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rules framed by the Trust from time to time for medical and educational purposes and in case of 

death of members while in service.  

Professional Memberships 

You will be eligible for reimbursement of expense-s towards professional membership as per TCSL's 

policy.  

RETIRALS 

Provident Fund 

You will be a member of the Provident Fund as per the provisions of "The Employees Provident 

Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic salary 

every month as per the provisions of the said Act.  

Gratuity 

You will be entitled to gratuity as per the provisions of the Gratuity Act, 1972.  

TERMS AND CONDITIONS 

1. Relevant Experience 

As per the recommendation of our management review panel, out of your total experience, 

0.0 years are being considered to be relevant to the business of our organization.  

At the time of Induction, your experience from date of management review by TCSL (while 

in service with current employer) till the date of relieving from your current employment will 

be added to your total and relevant experience subject to signing of declaration to that effect 

followed by validation of relevance of your experience during Background Check process.  

2. Aggregate Percentage Requirements 

Your appointment will be subject to your scoring minimum aggregate (aggregate of all 

subjects in all semesters) marks of 60% or above (or equivalent CGPA as per the conversion 

formula prescribed by the Board / University) in the first attempt in each of your Standard 

Xth, Standard XIIth, Diploma (if applicable) and highest qualification (Graduation/ Post 

Graduation as applicable) which includes successful completion of your final semester/year 

without any pending arrears/backlogs. As per the TCSL eligibility criteria, marks/CGPA 

obtained during the normal duration of the course only will be considered to decide on the 

eligibility.  

As communicated to you through various forums during the recruitment process, your 

appointment is subject to completion of your course within the stipulated time as specified by your 

University/Institute and as per TCSL selection guidelines.  
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It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and work 

experience. The management reserves the right to withdraw/revoke the offer/appointment at 

any time at its sole discretion in case any discrepancy or false information is found in the 

details submitted by you.  

3. Disclaimer 

Candidates who have applied to TCSL and who have not been successful in clearing the TCSL 

selection process are not eligible to re-apply to TCSL within six months from the date on which 

the candidate had attended such selection Test and/or Interview. In case you are found to have 

re-applied to TCSL within six months of previous unsuccessful attempt, the management 

reserves the right to revoke/withdraw the offer/appointment, without prejudice to its other rights.  

4. Training Period 

You will be required to undergo class room and on the job training in the first twelve months 

(including the TCS Xperience Programme as set out herein below), during which period you 

will be appraised for satisfactory performance during/after which TCSL would normally 

confirm you. This confirmation will be communicated to you in writing.  

If your performance is found unsatisfactory during the training period, the company may 

afford you opportunities to assist you and enable you to improve your performance. If your 

performance is still found unsatisfactory, TCSL may terminate your traineeship forthwith.  

However, TCSL may even otherwise at its sole discretion terminate the traineeship any time 

if your performance is not found satisfactory. The terms and conditions of the training will be 

governed by TCSL's training policy. TCSL reserves the right to modify or amend the training 

policy.  

If you remain unauthorizedly absent for a consecutive period of 10 days during the training 

programme, you shall be deemed to have abandoned your traineeship and your name will 

automatically stand discontinued from the list of TCS Xperience trainees without any further 

intimation/separate communication to you.  

5. Working Hours 

Your working hours are governed by applicable law. You may be required to work in shifts 

and/or over time depending upon the business exigencies as permitted by law.  
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6. Mobility 
TCSL reserves the right to transfer you at any of its offices, work sites, or associated or affiliated 
companies in India or outside India, on the terms and conditions as applicable to you at the time of 
transfer.  
 
7. Compensation Structure / Salary components 

The compensation structure/salary components are subject to change as per TCSL's 

compensation policy from time to time at its sole discretion.  

8. Increments and Promotions 

Your performance and contribution to TCSL will be an important consideration for salary 

increments and promotions. Salary increments and promotions will be based on TCSL's 

Compensation and Promotion policy.  

9. Alternative Occupation / Employment 

Either during the period of your traineeship or during the period of your employment as a 

confirmed employee of TCSL, you are not permitted to undertake any other employment, 

business, assume any public or private office, honorary or remunerative, without the prior 

written permission of TCSL.  

10. Confidentiality Agreement 

As part of your acceptance of this appointment as an employee with TCS you are required 

to maintain strict confidentiality of the intellectual property rights protected information and 

other business information of TCS and its clients which may be revealed to you by TCS or 

which may in the course of your engagement with TCS come your possession or knowledge 

unless specifically authorized to do so in writing by TCS. This Confidentiality Clause shall 

survive the termination or earlier determination of this Appointment. The detailed 

Confidentiality related terms and conditions are set out in Annexure 3.  

11. Work in SBWS mode 

TCS' Secure Borderless Workspaces(SBWS) is a transformative operating model framework 

that allows seamless deployment of virtual workspaces in a secure manner that enables 

flexible working options aligned to its business objectives. You may be required to work either 

from TCS offices/TCS Client offices or from home (remote working) as per the requirements 

of the project or group you are assigned to work with and as communicated to you by the 

Unit HR or your supervisor. You are required to abide by the Policy and / or Guidelines issued 

by TCS from time to time while operating within this framework. For more details, please 

refer the Policy / Guideline document on Remote Working.  
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It is essential that you understand the applicable Policy and / or the Guidelines of such flexible 

working and ensure adherence to TCS Security Policies/Protocols and Confidentiality 

obligations at all times.  

12. Overseas International Assignment Agreement 

If you are on international assignment, you will be covered by the TCS India Policy-

International Assignments (from India to other Countries) from the date of placement for an 

international assignment. Accordingly, you will be required to sign the Overseas International 

Assignment Agreement/s and any other applicable related documents pertaining to the 

international assignment for which you are being placed In case of every international 

assignment that exceeds 30 days, you will be required to serve TCSL as per the Notice 

Period clause mentioned below.  

This is to ensure that the knowledge and information gained by you during your assignment 

is shared and available to TCSL and its associates. This transfer of knowledge and 

information is essential for TCSL to continue to serve its clients and customers better. If you 

are deputed internationally for training, you will be required to sign an agreement to serve 

TCSL for a minimum period of 6 months on completion of training.  

13. Terms and Conditions 

The above terms and conditions are specific to India and there can be changes to the said 

terms and conditions in case of deputation on international assignments.  

14. TATA Code of Conduct 

You are required to sign the TATA Code of Conduct and follow the same in your day-to-day 

conduct as an associate of TCSL.  

15. Notice Period 

This contract of traineeship in TCS and subsequent employment post successful completion 

of your traineeship is terminable by you by giving 90 days notice in writing. It is clearly 

understood, agreed and made abundantly clear that you shall have to necessarily serve the 

period of notice of 90 days given by you under this clause. However, upon your serving the 

notice under this clause, TCSL may relieve you any time during the period of notice at its 

sole discretion in the interest of business.  

i. This contract of traineeship and subsequent employment post successful completion of 

your traineeship may be terminated by TCSL by giving you 90 days notice or payment in 

lieu thereof.  
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ii. Your failure to comply with this clause will entail monetary payment of damages to TCS 

as may be determined by TCS at its sole discretion having regard to the responsibilities 

shouldered by you while being in the employment of TCS and business continuity.  

16. Retirement 

You will retire from the services of TCSL on reaching your 60th birthday as per the proof of 

age submitted by you at the time of joining.  

17. Pre-employment Medical Certificate 

You are required to submit a Medical Certificate of Fitness (in the format prescribed by TCSL) 

which needs to be verified by a registered medical practitioner having a minimum qualification 

of MBBS to the Induction Coordinator.  

18. Employment of Non Indian Citizens 

In case, you are not a citizen of India, this offer is subject to your obtaining a work permit and 

/ or any other permissions and / or documentation as prescribed by the Government of India.  

19. Background Check 

Your association with TCSL will be subject to a background check in line with TCSL's 

background check policy. A specially appointed agency will conduct internal and external 

background checks. Normally, such checks are completed within one month of joining.If the 

background check reveals unfavourable results, you will be liable to disciplinary action 

including termination of traineeship/service without notice.  

20. Submission of Documents 

Please note that you should initiate and complete the upload of mandatory documents on the 

nextstep portal as soon as the offer letter is accepted (subject to availability of the 

documents)  

Please carry the below listed Original Documents for verification on your joining day.  

- Permanent Account Number (PAN) Card 

  You are required to submit a copy of your PAN card along with other joining   

forms,immediately on joining. As per Indian Income Tax rules, the PAN number is a   

mandatory requirement for processing salary. 

- Aadhaar Card 

- Standard X and XII/Diploma mark sheets & Certificate 

- Degree certificate/Provisional Degree Certificate and mark sheets for all semesters of  

Graduation 

- Degree certificate and mark sheets for all semesters of your Post Graduation (if you are a    

Postgraduate)  
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- Overseas Citizenship of India (applicable if you are not an Indian Nationality). For  

  Srilankan Refugee, a Refugee Identity card along with Work Permit is required 

-Birth Affidavit on Rs100 stamp paper, if Birth Certificate not in English 

- Any other affidavits on Rs100 stamp paper if applicable (name affidavit for multiplenames, 

signature affidavits,   address affidavits etc.) 

- Passport / Acknowledgement letter of passport application 

- Gap/Break in career affidavit on Rs100 stamp paper, if gap is more than 6 months- 4 

passport sized photographs 

- Medical Certificate (Should be made on the format provided by TCS along with the Joining 

letter) 

- An affidavit/notarized undertaking (Non-Criminal Affidavit, should be made on the 

formatprovided by TCSL) stating : 

 *There is no criminal offence registered/pending against you 

 *There is no disciplinary case pending against you in the university 

- If you were employed, a formal Relieving letter & Experience letter from your previous 

employerThe original documents will be returned to you after verification. 

In addition to the above original documents, Please carry photocopies of the below 

documents  

 *PAN Card (Permanent Account Number)  

 *Aadhaar Card (Not applicable for Nepal & Bhutan Citizenship) 

 *Passport 

 *NSR E-Card 

21. TCS Xperience Program 

On joining TCSL, you will be given the benefit of formal training (TCS Xperience Program) at 

our offices, as identified, for such period as TCSL may decide.  

The said training forms a critical part of your employment with TCSL and is an ongoing 

process. TCSL continues to make investment on training and continuing education of its 

professionals. This will be of immense value to you as a professional and a large part of the 

ownership and commitment has to come from you.  

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 

process and a formal evaluation will be carried out during the training. The evaluation criteria 

which will be very transparent will be used as a basis for allocating people to projects/roles. 

We would request that the training be taken very seriously to enable you to add maximum 

value to your professional and personal growth.  
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22. Letter of Appointment 

You will be issued a letter of appointment at the time of your joining and after completing 

joining formalities as per TCSL policy.  

23. Rules and Regulations of the Company 

Your appointment will be governed by the policies, rules, regulations, practices, processes 

and procedures of TCSL as applicable to you and the changes therein from time to time.The 

changes in the Policies will automatically be binding on you and no separate individual 

communication or notice will be served to this effect. However, the same shall be 

communicated on internal portal/Ultimatix.  

24. Compliance to all clauses 

You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to fulfill one 

or more of the terms and conditions and/or failure to clear one or more tests successfully would 

entitle TCSL to withdraw this offer letter anytime at its sole discretion.  

25. Data Privacy Clause: 

(a) Your personal data collected and developed during recruitment process will be processed 

in accordance with the TCS Data Privacy Policy. The personal data referred therein are 

details related to contact, family, education, personal identifiers issued by government, social 

profile, background references, previous employment and experience, medical history, 

skillset, proficiency and certifications, job profile and your career aspirations.  

(b) It will be processed for various organizational purposes such as Â recruitment, 

onboarding, background check, project assignment, performance management, job rotation, 

career development including at leadership level, diversity and inclusion initiatives, global 

mobility, wellness program, statutory and legal requirements and specific organizational 

initiatives in force during your tenure in TCS.  

(c) After you join TCS, there would be more sets of Personal Information (PI) attributes 

processed for various legitimate purposes. All of it will be processed with compliance to 

applicable laws and the TCS Data Privacy Policy. In some scenarios of your PI processing, 

you will be provided with appropriate notice and/or explicit consent might be obtained from 

time to time.  

(d) For the purposes mentioned above, your required PI may be shared with specific vendor 

organizations who provide services to TCS, e.g. Â background check, health insurance, 

counselling, travel, transport and visa, payroll services, associate engagement activities, and 

financial and taxation services.  

(e) As TCS is a global company, your PI may be shared with entities outside India, limited for 

the purposes mentioned above and/or in this offer letter.  
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(f) In case of oversees deputation, available privacy rights would be governed as per 

regulatory provisions and / or TCS policies/notice provided applicable at your overseas 

location.   
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Withdrawal of Offer 

If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not interested 

in this employment and this offer will be automatically withdrawn.  

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 

letter, the offer will stand automatically terminated at the discretion of TCSL.We look forward to 

having you in our global team  

Yours Sincerely,  

For TATA Consultancy Services Limited 

 

 

 

 

Girish V. Nandimath 

Global Head, Talent Acquisition & Academic Interface 

Encl: Annexure 1: Benefits and Gross Salary 

         Annexure 2: List of TCS Xperience Centres   

         Annexure 3: Confidentiality and IP Terms   

 

 

 

 

 

 

 

 

Click here  or use a QR code scanner from your mobile 

to validate the offer letter 
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 GROSS SALARY SHEET Annexure 1 

Name Nitin  Kumar 

Designation Assistant (Asse) 

Institute Name Patliputra University, Bihar 

Table 1: Compensation Details (All Components in INR) 

Component Category Monthly Annual 

1) Fixed Compensation   
  

Bouquet Of Benefits #         4,999        59,984 

2) Performance Pay 
  

Monthly Performance Pay         1,400        16,800 

3) Annual Components/Retirals 
  

Health Insurance*** NA         4,000 

Provident Fund         1,117        13,404 

Gratuity           447         5,373 

ESI Contribution## NA         6,204 

Total of Annual Components & Retirals         1,565        22,777 

4) City Allowance           200         2,400 

TOTAL GROSS        17,472      2,19,862 
# Refer to Table 2 for TCSL defined Structure. In case, you wish not to restructure your BoB, TCSL 

defined Structure as given in Table 2 will be applicable. 

##Contribution towards Employees' State Insurance borne by TCS. 

*** For HIS - Note that Rs.4,000 if the employee is Single. If the employee is married or married with Children then 

Rs. 3,900/- per beneficiary needs to be added to the above mentioned amount. 

Table 2: TCSL defined structure for BoB (All Components in INR) 

Component Category Monthly Annual 

House Rent Allowance         3,723        44,676 

Leave Travel Assistance           776         9,308 

Food Card           500         6,000 

GROSS BOUQUET OF BENEFITS         4,999        59,984 
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Annexure 2 
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Annexure 3 

Confidentiality and IP Terms and Conditions  

1.  Confidential Information 

"Confidential Information" shall mean all Inventions and Know-how, information and material 

of TCS (including for avoidance of doubt any Confidential Information of its Clients) that 

comes into the possession or know of the Associate and shall include the following:  

(a) Any and all information processing programs, software, properties, items, information, 

data, material or any nature whatsoever or any parts thereof, additions thereto and 

materials related thereto, produced or created at any time by TCS or the Associate in the 

course of or in connection with or arising out of the Associate's association with TCS. 

Program/Software shall mean source code and/or machine instructions wherever 

resident and on whatever media and all related documentation and software,  

(b) All other information and material of TCS relating to design, method of construction, 

manufacture, operation, specifications, use and services of the TCS equipment and 

components, including, but not limited to, engineering and laboratory notebooks, reports, 

process data, test data, performance data, inventions, trade secrets, systems, software, 

object codes, source codes, copyrighted matters, methods, drawings, computations, 

calculations, computer programs, narrations, flow charts and all documentation therefore 

and all copies thereof (including for avoidance of doubt any such material belonging to 

the Clients of TCS).  

(c) Corporate strategies and other confidential and proprietary material and information, 

which could cause competitive harm to TCS if disclosed,  

(d) Customer and prospective customer lists, and  

(e) All other information and material, which may be created, developed, conceived, 

gathered or collected or obtained by the Associate in the course of or arising out of the 

association with TCS or while in or in connection with or for the purposes of his/her 

association with TCS or any of the operations and entrusted by TCS to the Associate.  

2.  Associate's Obligations 

Associate agrees to treat the Confidential Information as strictly confidential and a trade 

secret of TCS. Associate agrees not to use, or cause to be used, or disclose or divulge or 

part with either directly or indirectly the Confidential Information for the benefit of or to any 

third parties except for or on behalf of or as directed or authorized by TCS or to a person 

having a valid contract with or need under TCS, any Confidential Information. Upon 
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termination of employment, the Associate agrees to surrender to TCS all Confidential 

Information that he or she may then possess or have under his or her control.  

3.  Intellectual Property Rights 

Associate agrees and confirms that all intellectual property rights in the Confidential 

Information shall at all times vest in and remain with or belong to TCS and Associate shall 

have no right title or claim of any nature whatsoever in the Confidential Information. Associate 

shall promptly disclose to an authorized officer of TCS all inventions, ideas, innovations, 

discoveries, improvements, suggestions, or reports and enhancements made, created, 

developed, conceived or devised by him or her arising out of his or her engagement with 

TCS, including in the course of provision of services to the Clients of TCS and Associate 

hereby agrees and confirms that all such intellectual property rights shall at all times vest in 

and remain vested in TCS and agrees to transfer and assign to TCS any interests Associate 

may have in such intellectual property rights including any interest in and to any domestic or 

foreign patent rights, trademarks, trade names copyrights and trade secret rights therein and 

any renewals thereof. On request of TCS, Associate shall execute from time to time, during 

or after the termination of his or her employment, such further instruments, including without 

limitations, applications for letters of patent, trademarks, trade names and copyrights or 

assignments thereof, as may be deemed necessary or desirable by TCS to perfect the title 

of TCS in the intellectual property rights and to effectuate the provisions hereof. All expenses 

of filling or prosecuting any application for patents, trademarks, trade names, or copyrights 

shall be borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting 

any such applications. Associate hereby expressly waives any "artist's rights" or "moral 

rights", which Associate might otherwise have in such intellectual property rights.  

4.  Prior knowledge 

Associate acknowledges that prior to his or her appointment by TCS, he or she had no 

knowledge of the Confidential Information of TCS and that such Confidential Information is 

of a confidential and secret character and is vital to the continued success of TCS's 

business. Associate further acknowledges that he or she is associated with TCS in a 

capacity in which he or she will become acquainted with all or part of such Confidential 

Information. In order to safeguard the legitimate interests of TCS in such Confidential 

Information, it is necessary for TCS to protect such Confidential Information by holding it 

secret and confidential.  

5.   Use of third party material 

Associate expressly agrees that it shall not in the course of his or her association with TCS 

and while working on the premises or facilities of TCS or its Clients or in connection with the 

development of any intellectual property rights or work for or on behalf of TCS, use any third 

party material or intellectual property rights except those intellectual property rights provided 

by TCS or expressly authorised by TCS or without having proper authorisation or license or 

approval of the respective owner of such intellectual property rights.  
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6. Security policies and Guidelines. 

Associate agrees to abide by and be bound by any and all policies, documents, guidelines 

and processes including IP, Security and Confidentiality of TCS in force from time to time 

whether expressly endorsed or not.  

7. Working in SBWS Framework: 

Associate may be required to work in TCS offices or its Client premises or from home (remote 

working) as per the directions of supervisor and / or the provisions of the applicable policy.  

Associate understands that working in this hybrid environment may have higher 

confidentiality and information security risks. Associate acknowledges that when working 

remotely the Associate:  

(a) will work only in a private, secured work area in compliance with the guidelines issued 

and amended from time to time.  

(b) will comply with and work in a manner consistent with TCS Data Privacy and Security 

Policies/Protocols.  

(c) will bring to the notice of HR of the Unit to any circumstances that prevent Associate from 

working in a manner consistent with TCS data privacy and security policies/ protocols.  

(d) will inform the HR of the Unit if the Associate shares a home with any family member or 

an individual who is employed by a competitor of TCS or TCS client the Associate is 

assigned to, or if any other circumstances at home exist which implicates the TCS Code 

of Conduct Conflict of Interest provision.  

(e) will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure 

obligations.  

(f) will be using the Company allotted laptop or similar authorized computing device (together 

called "official asset") only to connect to TCS network/customer network through 

authorized means (or the Customer provided laptop to access the customer network if 

so, mandated by the Customer).  

(g) will not allow anybody to share the official asset being used.  

8.  Restriction on Associate's Rights 

Associate agrees that he or she shall not make, have made, replicate, reproduce, use, sell, 

incorporate or otherwise exploit, for his or her own use or for any other purpose, any of the 

Confidential Information including intellectual properties of TCS that is or may be revealed to 
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him or her by TCS or which may in the course of his or her employment with TCS come into 

his or her possession or knowledge unless specifically authorized to do so in writing by TCS.  

9.  No License 

TCS and Associate agree that no license under any patent or copyright now existing or 

hereafter obtained by TCS is granted, agreed to be granted, or implied by the terms of this 

Agreement, or by the disclosure to Associate of the Confidential Information.  

10.  Equitable Rights 

Associate acknowledges that any Confidential Information that comes into the possession 

and / or knowledge of Associate is of a unique, highly confidential and proprietary nature. It 

is further acknowledged by Associate that the disclosure, distribution, dissemination and / or 

release by Associate of the Confidential Information without the prior written consent of TCS 

or any breach of this Agreement by Associate will cause TCS to suffer severe, immediate 

and irreparable damage and that upon any such breach or any threat thereof, TCS shall 

without prejudice to any other remedies available to it, be entitled to appropriate equitable 

relief including the relief of specific performance and injunctive relief, in addition to whatever 

remedies it might have at law.  

11.  General 

(a) The provisions hereof shall be interpreted, determined and enforced in accordance with 

the laws of India.  

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 

herein contained or may claim or liability of any party including that of surety, the same shall 

be referred to a person to be nominated by TCS, whose decision shall be final and binding 

upon the parties hereto. Subject to the above, the arbitration shall be governed by the 

Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 

Associate confirms that the fact that the arbitrator shall be a nominee of TCS shall not be a 

ground for objecting to such arbitration or challenging the decision of the arbitrator. The 

venue of arbitration shall be Mumbai. Subject to the above arbitration clause, the Parties 

agreed to the binding jurisdiction of the Courts at Mumbai under the laws of India.  

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing law, 

it shall be deemed null and void without annulling or rendering invalid the remainder of the 

Agreement and if the invalid portion is such that the remainder cannot be sustained without 

it, the Parties herein shall find a suitable replacement to the invalid portion that shall be legally 

valid.  

(d) This Confidentiality clause along with other documents executed by Associate or 

referenced in any such documents constitutes the entire understanding between the parties 

and supersedes all prior agreements and understandings pertaining to the subject matter 
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thereof. No delay of omission of either Party in exercising or enforcing any of their rights or 

remedies hereunder shall constitute a waiver thereof.  

(e) This Confidentiality clause may not be amended except in writing signed by authorized 

representatives of both parties.  

(f) The obligations of Associate in terms of this Confidentiality clause shall continue during 

the term of or in the course of the employment of the Associate with TCS and shall continue 

thereafter in perpetuity.  





 

Offer Letter for Employment 

Aug 30, 2023 
 
To, 
Pritesh Kumar, 
 
Greetings for the day! 
 
Subsequent to your interview with us, we are pleased to inform that you have been selected as 
“Svatantra Risk Officer” for Jamui. 
 
You are scheduled to join us on September 04, 2023. 

We take this opportunity to congratulate you on your new job and wish you all the best for your new 
assignment. 

You are requested to report on September 04, 2023by 09.30 AM at the below mentioned address: 

Svatantra Microfin Private Limited 
C/O-Arpita Anand/Smriti Smita, Shashi Complex, Pillar No-38, Opposite Punjab National Bank, 
Rajabazar, Patna-800014. 
 
This offer stands cancelled after September 04, 2023. 
 
You will be entitled to receive Compensation and Benefits of INR CTC 280000/-per annum (Annexure 
attached herewith), subject to various deductions as per Company and Government policy from time 
to time. 
 
In the event of your employment, in case you voluntary resign within One (1) year from your date of 
joining the company, you will be required to pay the recruitment expenses, over and above any 
other expenses which has been incurred during your tenure. 
 
Kindly note that this offer is valid subject to an acceptable feedback from your reference check, CIBIL 
check wherever applicable and antecedent check. 
 
We welcome you to Svatantra Microfin Pvt. Ltd. And hope it would be the beginning of a long and 
mutually beneficial association. 

Kindly sign this letter as an acknowledgement of your acceptance of this offer letter and reply with 
the scanned copy of this letter. 

Yours Sincerely,  
 
KRANTI SETY  
PRESIDENT - HUMAN RESOURCES 
SVATANTRA MICROFIN PVT. LTD. 



 
 
 
 

ANNEXURE 

ANNUAL COMPENSATION BREAKUP  

Name of the Employee  Pritesh Kumar 

Designation Svatantra Risk Officer 

Department Risk 

Date of Joining September 04, 2023 

Location Jamui 

Level Supervisors ( S) 

Grade S-1 

      

SALARY COMPONENTS MONTHLY (INR) ANNUAL (INR) 

Basic Salary 12300 147600 

House Rent Allowance 615 7380 

Bonus 1025 12295 

Transport Allowance 1997 23964 

Food Allowance 1664 19970 

Vehicle Allowance 1664 19970 

Customer Handling Allowance 1331 15976 

Gross Salary (A) 20596 247156 

Deductions   

Employee Contribution to PF 1476 17712 

Employee Contribution to ESIC 155 1854 

Total Deductions (B) 1631 19566 

Net Take Home Pay  18966 227590 

Retiral Benefits   

Employer's Contribution to PF 1476 17712 

Employer's Contribution to ESIC 669 8033 

Gratuity 592 7100 

Total Retirals Benefits  ( C )  2737 32844 

FIXED COST TO COMPANY (CTC) 
(A + C) 

23333 280000 

GPA / GTL / GMC As Per Company Policy 

GMC  –  Sum Insured 2,00,000 

Note: 
1. Insurance Benefits (GMC) – Premium borne by employer & employee. This mediclaim covers 
employee, spouse and upto two children. Parents will be included in the policy, after the employee 
successfully completes ‘One’ year in the organization. 

2. Payouts will be based on number of days worked in a year. 

3. Professional Tax, LWF and other applicable taxes will be deducted as per statutory regulations 
from time to time. 
4. The Gratuity is paid at the end of the employment period, subject to completion of 5 years of 
satisfactory services. 

5. Mobile and Fuel expenses shall be reimbursed as per Company Policy- If Applicable. 

6. Performance based Incentives shall be paid as per Company Policy – If Applicable. 

 
 
 
 
 
 
 
 



 
 
 
 

 
 
**Kindly carry original documents for verification. 
 

Joining Kit Documents 

Sr. No. Documents 

1 PAN Card 

2 Aadhaar Card 

3 Driving License 

4 Voter Id 

5 Passport 

6 PG Certificate / Marksheet 

7 Degree Certificate / Marksheet 

8 12th Certificate / Marksheet 

9 10th Certificate / Marksheet 

10 Any other Degree / Certificate 

11 Last 3 Month Salary Slip 

12 Appointment Letter From Previous Company 

13 Relieving Letter From All Previous Company 

14 Experience Letter 

15 Full & Final Settlement Letter 

16 Personal Account Details (Cancelled Cheque/ Passbook Copy) 

17 4 Passport Size Photograph 

18 Last 3 Months Electricity Bill/LPG Receipt (Cylinder Refill Receipt)/ Postpaid Mobile Bill 



 

Offer Letter for Employment 

Jun 06, 2023 
 
To, 
Shubham Kumar, 
 
Greetings for the day! 
 
Subsequent to your interview with us, we are pleased to inform that you have been selected as 
“Svatantra Risk Officer” for Motipur. 
 
You are scheduled to join us on June 12, 2023. 

We take this opportunity to congratulate you on your new job and wish you all the best for your new 
assignment. 

You are requested to report on June 12, 2023 by 09.30 AM at the below mentioned address: 

Svatantra Microfin Private Limited 
C/O-Arpita Anand/Smriti Smita, Shashi Complex, Pillar No-38, Opposite Punjab National Bank, 
Rajabazar, Patna-800014 
 
This offer stands cancelled after June 12, 2023. 
 
You will be entitled to receive Compensation and Benefits of INR CTC 280000/-per annum (Annexure 
attached herewith), subject to various deductions as per Company and Government policy from time 
to time. 
 
In the event of your employment, in case you voluntary resign within One (1) year from your date of 
joining the company, you will be required to pay the recruitment expenses, over and above any 
other expenses which has been incurred during your tenure. 
 
Kindly note that this offer is valid subject to an acceptable feedback from your reference check, CIBIL 
check wherever applicable and antecedent check. 
 
We welcome you to Svatantra Microfin Pvt. Ltd. And hope it would be the beginning of a long and 
mutually beneficial association. 

Kindly sign this letter as an acknowledgement of your acceptance of this offer letter and reply with 
the scanned copy of this letter. 

Yours Sincerely,  
 
KRANTI SETY  
PRESIDENT - HUMAN RESOURCES 
SVATANTRA MICROFIN PVT. LTD. 



 
 
 
 
 

ANNEXURE 

ANNUAL COMPENSATION BREAKUP  

Name of the Employee  Shubham Kumar 

Designation Svatantra Risk Officer 

Department Risk 

Date of Joining June 12, 2023 

Location Motipur 

Band Supervisors (S) 

Grade S-1 

      

SALARY COMPONENTS MONTHLY (INR) ANNUAL (INR) 

Basic Salary 12300 147600 

House Rent Allowance 615 7380 

Bonus 1025 12295 

Transport Allowance 1997 23964 

Food Allowance 1664 19970 

Vehicle Allowance 1664 19970 

Customer Handling Allowance 1331 15976 

Gross Salary (A) 20596 247156 

Deductions   

Employee Contribution to PF 1476 17712 

Employee Contribution to ESIC 155 1854 

Total Deductions (B) 1631 19566 

Net Take Home Pay  18966 227590 

Retiral Benefits   

Employer's Contribution to PF 1476 17712 

Employer's Contribution to ESIC 669 8033 

Gratuity 592 7100 

Total Retirals Benefits  ( C )  2737 32844 

FIXED COST TO COMPANY (CTC) 
(A + C) 

23333 280000 

GPA / GTL / GMC As Per Company Policy 

GMC  –  Sum Insured 2,00,000 

Note: 
1. Insurance Benefits (GMC) – Premium borne by employer & employee. This mediclaim covers 
employee, spouse and upto two children. Parents will be included in the policy, after the employee 
successfully completes ‘One’ year in the organization. 

2. Payouts will be based on number of days worked in a year. 

3. Professional Tax, LWF and other applicable taxes will be deducted as per statutory regulations 
from time to time. 
4. The Gratuity is paid at the end of the employment period, subject to completion of 5 years of 
satisfactory services. 

5. Mobile and Fuel expenses shall be reimbursed as per Company Policy- If Applicable. 

6. Performance based Incentives shall be paid as per Company Policy – If Applicable. 

 
 
 
 
 



 
 
 
 
 
 
 

 
 
**Kindly carry original documents for verification. 
 

Joining Kit Documents 

Sr. No. Documents 

1 PAN Card 

2 Aadhaar Card 

3 Driving License 

4 Voter Id 

5 Passport 

6 PG Certificate / Marksheet 

7 Degree Certificate / Marksheet 

8 12th Certificate / Marksheet 

9 10th Certificate / Marksheet 

10 Any other Degree / Certificate 

11 Last 3 Month Salary Slip 

12 Appointment Letter From Previous Company 

13 Relieving Letter From All Previous Company 

14 Experience Letter 

15 Full & Final Settlement Letter 

16 Personal Account Details (Cancelled Cheque/ Passbook Copy) 

17 4 Passport Size Photograph 

18 Last 3 Months Electricity Bill/LPG Receipt (Cylinder Refill Receipt)/ Postpaid Mobile Bill 
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Offer: Shared Services Group  
Ref: TCSL/DT20234409931/Kolkata  
Date: 20/10/2023 
 

Mr. Pradeep Choubey 
L 19Village Post Jawahi Diyar, 
Pandeywali, 
Ballia-277402, 
Uttar Pradesh. 
Tel# 91-9140889952 
 
Dear Pradeep Choubey,  
 
Sub: Letter of Offer 
 
Thank you for exploring career opportunities with TATA Consultancy Services Limited (TCSL). 

You have successfully completed our initial selection process and we are pleased to make you 

an offer of employment.  

This offer is based on your profile and performance in the selection process. You have been selected 

for the position of Assistant (Asse) in Grade S5.  

Your gross salary including all benefits will be ₹2,19,862/- per annum, as per the terms and 

conditions set out herein. Annexure 1 provides break-up of the compensation package.  

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 

accepted within 7 Days, it will be construed that you are not interested in this employment and 

this offer will be automatically withdrawn.  

After you accept this offer you will be given a joining letter indicating the details of your joining 

date and initial place of posting. The Joining letter will be issued to you only upon successful 

completion of your academic course, you meeting the TCS eligibility criteria. You will also be 

issued a letter of appointment at the time of your joining after completing joining formalities as 

per company policy.Your offer is subject to a positive background check.  
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COMPENSATION AND BENEFITS 

Basic Salary 

You will be eligible for a basic salary of ₹9,308/- per month.  

BOUQUET OF BENEFITS (BoB) 

Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 

defined framework, twice in a financial year. All the components will be disbursed on a monthly 

basis.  

The components under Bouquet of Benefits are listed below. The amounts given here for each 

of the components below are as per pre-defined structure. However you may want to re-

distribute the BoB amount between the components as per your tax plan, once you join TCSL. 

To design your Bouquet of Benefits, you may access the link to BoB in the "Employee Self 

Service" link on "Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income 

Tax rules. TCSL will be deducting tax at source as per income tax guidelines.  

House Rent Allowance (HRA) 

Your HRA will be ₹3,723/- per month. While restructuring your BoB amount to various components, it 

is mandatory that at least 5% of monthly basic pay be allocated towards HRA 

Leave Travel Allowance 

You will be eligible for annual Leave Travel Allowance which is equivalent to one month's basic 

salary or a pro-rata amount in case you join during the financial year. This will be disbursed on 

a monthly basis along with the monthly salary. To avail income tax benefits, you need to apply 

for a minimum of three days of leave and submit supporting travel documents.  

Food Card 

You will be eligible for a Food Card. It can be used to purchase food items at all domestic VISA 

enabled restaurants and fast food restaurants including TCS cafeterias.As per the Pre-Defined 

structure you will be eligible for a Food Card with an amount of ₹500/- being credited to this 

card per month. However you may want to re-distribute the BoB amount between the 

components as per your tax plan, once you join TCSL.  
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PERFORMANCE PAY 

Monthly Performance Pay 

You will receive a monthly performance pay of ₹1,400/-. The same will be reviewed on 

completion of your first Anniversary with the company and will undergo a change basis your 

own ongoing individual performance.  

CITY ALLOWANCE 

You will be eligible for a City Allowance of ₹200/- per month. This allowance is fully taxable, is 

specific to India and linked to your base branch. It is subject to review and will be discontinued 

while on international assignments.   
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OTHER BENEFITS 

Health Insurance Scheme 

TCSL brings the benefit of health insurance cover to you and your dependants under the 

company's Health Insurance Scheme(HIS).  

HIS offers the following benefits:  

1. Basic Cover 

i. Entitlement - Includes domiciliary expenses up to ₹6,000/- per insured person per annum 

and basic hospitalization expenses up to ₹2,00,000/- per insured person per annum.  

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 

provided these members are explicitly enrolled by you under the scheme. Additionally, if you 

wish to cover dependent parents/parents-in-law or remaining children, the applicable 

premium per insured person is to be borne by you.  

2. Higher Hospitalisation 

Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your 

enrolled dependents will be automatically covered under Higher Hospitalisation benefits.  

i. Entitlement - You and your enrolled dependants will be entitled for ₹12, 00,000/- as a 

family floater coverage towards hospitalisation expenses, over and above the individual 

basic coverage.  

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 

salary and the differential premium will be borne by TCSL.  

Maternity Leave 

Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 

commissioning mother,may avail maternity leave for twelve weeks. For more details on the 

benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave.  

Loans 

You will be eligible for loans, as per TCSL's loan policy.  
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Tata Sons and Consultancy Services Employees' Welfare Trust (TWT) 

You will become a member of the TWT, on completion of continuous association of one year 

from the date of joining TCSL. A nominal annual membership fee of ₹250/- will be recovered 

from you for the same. The Trust provides financial assistance by way of grants/ loans in 

accordance with the rules framed by the Trust from time to time for medical and educational 

purposes and in case of death of members while in service.  

Professional Memberships 

You will be eligible for reimbursement of expense-s towards professional membership as per 

TCSL's policy.  

RETIRALS 

Provident Fund 

You will be a member of the Provident Fund as per the provisions of "The Employees Provident 

Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic 

salary every month as per the provisions of the said Act.  

Gratuity 

You will be entitled to gratuity as per the provisions of the Gratuity Act, 1972.  

TERMS AND CONDITIONS 

1. Relevant Experience 

As per the recommendation of our management review panel, out of your total 

experience, 0.0 years are being considered to be relevant to the business of our 

organization.  

At the time of Induction, your experience from date of management review by TCSL 

(while in service with current employer) till the date of relieving from your current 

employment will be added to your total and relevant experience subject to signing of 

declaration to that effect followed by validation of relevance of your experience during 

Background Check process.  

2. Aggregate Percentage Requirements 

Your appointment will be subject to your scoring minimum aggregate (aggregate of all 

subjects in all semesters) marks of 60% or above (or equivalent CGPA as per the 

conversion formula prescribed by the Board / University) in the first attempt in each of 

your Standard Xth, Standard XIIth, Diploma (if applicable) and highest qualification 

(Graduation/ Post Graduation as applicable) which includes successful completion of 

your final semester/year without any pending arrears/backlogs.  
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As per the TCSL eligibility criteria, marks/CGPA obtained during the normal duration of 

the course only will be considered to decide on the eligibility.  

As communicated to you through various forums during the recruitment process, your 

appointment is subject to completion of your course within the stipulated time as specified by 

your University/Institute and as per TCSL selection guidelines.  

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 

work experience. The management reserves the right to withdraw/revoke the 

offer/appointment at any time at its sole discretion in case any discrepancy or false 

information is found in the details submitted by you.  

3. Disclaimer 

Candidates who have applied to TCSL and who have not been successful in clearing the 

TCSL selection process are not eligible to re-apply to TCSL within six months from the date 

on which the candidate had attended such selection Test and/or Interview. In case you are 

found to have re-applied to TCSL within six months of previous unsuccessful attempt, the 

management reserves the right to revoke/withdraw the offer/appointment, without prejudice 

to its other rights. 

4. Training Period 

You will be required to undergo class room and on the job training in the first twelve 

months (including the TCS Xperience Programme as set out herein below), during 

which period you will be appraised for satisfactory performance during/after which TCSL 

would normally confirm you. This confirmation will be communicated to you in writing.  

If your performance is found unsatisfactory during the training period, the company may 

afford you opportunities to assist you and enable you to improve your performance. If 

your performance is still found unsatisfactory, TCSL may terminate your traineeship 

forthwith.  

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 

time if your performance is not found satisfactory. The terms and conditions of the 

training will be governed by TCSL's training policy. TCSL reserves the right to modify or 

amend the training policy.  

If you remain unauthorizedly absent for a consecutive period of 10 days during the 

training programme, you shall be deemed to have abandoned your traineeship and your 

name will automatically stand discontinued from the list of TCS Xperience trainees 

without any further intimation/separate communication to you.  
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5. Working Hours 

Your working hours are governed by applicable law. You may be required to work in shifts and/or 
over time depending upon the business exigencies as permitted by law.  

 
6. Mobility 

TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 

affiliated companies in India or outside India, on the terms and conditions as applicable to 

you at the time of transfer.  

7. Compensation Structure / Salary components 

The compensation structure/salary components are subject to change as per TCSL's 

compensation policy from time to time at its sole discretion.  

8. Increments and Promotions 

Your performance and contribution to TCSL will be an important consideration for salary 

increments and promotions. Salary increments and promotions will be based on TCSL's 

Compensation and Promotion policy.  

9. Alternative Occupation / Employment 

Either during the period of your traineeship or during the period of your employment as a 

confirmed employee of TCSL, you are not permitted to undertake any other employment, 

business, assume any public or private office, honorary or remunerative, without the prior 

written permission of TCSL.  

10. Confidentiality Agreement 

As part of your acceptance of this appointment as an employee with TCS you are required 

to maintain strict confidentiality of the intellectual property rights protected information and 

other business information of TCS and its clients which may be revealed to you by TCS or 

which may in the course of your engagement with TCS come your possession or knowledge 

unless specifically authorized to do so in writing by TCS. This Confidentiality Clause shall 

survive the termination or earlier determination of this Appointment. The detailed 

Confidentiality related terms and conditions are set out in Annexure 3.  

11. Work in SBWS mode 

TCS' Secure Borderless Workspaces(SBWS) is a transformative operating model framework 

that allows seamless deployment of virtual workspaces in a secure manner that enables 

flexible working options aligned to its business objectives. You may be required to work either 

from TCS offices/TCS Client offices or from home (remote working) as per the requirements 

of the project or group you are assigned to work with and as communicated to you by the 

Unit HR or your supervisor. You are required to abide by the Policy and / or Guidelines issued 

by TCS from time to time while operating within this framework. For more details, please 

refer the Policy / Guideline document on Remote Working.  



 

TCS Confidential 8 

TCSL/DT20234409931 

It is essential that you understand the applicable Policy and / or the Guidelines of such flexible 

working and ensure adherence to TCS Security Policies/Protocols and Confidentiality 

obligations at all times.  

12. Overseas International Assignment Agreement 

If you are on international assignment, you will be covered by the TCS India Policy-

International Assignments (from India to other Countries) from the date of placement for an 

international assignment. Accordingly, you will be required to sign the Overseas International 

Assignment Agreement/s and any other applicable related documents pertaining to the 

international assignment for which you are being placed In case of every international 

assignment that exceeds 30 days, you will be required to serve TCSL as per the Notice 

Period clause mentioned below.  

This is to ensure that the knowledge and information gained by you during your assignment 

is shared and available to TCSL and its associates. This transfer of knowledge and 

information is essential for TCSL to continue to serve its clients and customers better. If you 

are deputed internationally for training, you will be required to sign an agreement to serve 

TCSL for a minimum period of 6 months on completion of training.  

13. Terms and Conditions 

The above terms and conditions are specific to India and there can be changes to the said 

terms and conditions in case of deputation on international assignments.  

14. TATA Code of Conduct 

You are required to sign the TATA Code of Conduct and follow the same in your day-to-day 

conduct as an associate of TCSL.  

15. Notice Period 

This contract of traineeship in TCS and subsequent employment post successful completion 

of your traineeship is terminable by you by giving 90 days notice in writing. It is clearly 

understood, agreed and made abundantly clear that you shall have to necessarily serve the 

period of notice of 90 days given by you under this clause. However, upon your serving the 

notice under this clause, TCSL may relieve you any time during the period of notice at its 

sole discretion in the interest of business.  

i. This contract of traineeship and subsequent employment post successful completion of 

your traineeship may be terminated by TCSL by giving you 90 days notice or payment in 

lieu thereof.  
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ii. Your failure to comply with this clause will entail monetary payment of damages to TCS 

as may be determined by TCS at its sole discretion having regard to the responsibilities 

shouldered by you while being in the employment of TCS and business continuity.  

16. Retirement 

You will retire from the services of TCSL on reaching your 60th birthday as per the proof of 

age submitted by you at the time of joining.  

17. Pre-employment Medical Certificate 

You are required to submit a Medical Certificate of Fitness (in the format prescribed by TCSL) 

which needs to be verified by a registered medical practitioner having a minimum qualification 

of MBBS to the Induction Coordinator.  

18. Employment of Non Indian Citizens 

In case, you are not a citizen of India, this offer is subject to your obtaining a work permit and 

/ or any other permissions and / or documentation as prescribed by the Government of India.  

19. Background Check 

Your association with TCSL will be subject to a background check in line with TCSL's 

background check policy. A specially appointed agency will conduct internal and external 

background checks. Normally, such checks are completed within one month of joining.If the 

background check reveals unfavourable results, you will be liable to disciplinary action 

including termination of traineeship/service without notice.  

20. Submission of Documents 

Please note that you should initiate and complete the upload of mandatory documents on the 

nextstep portal as soon as the offer letter is accepted (subject to availability of the 

documents)  

Please carry the below listed Original Documents for verification on your joining day.  

- Permanent Account Number (PAN) Card 

  You are required to submit a copy of your PAN card along with other joining   

forms,immediately on joining. As per Indian Income Tax rules, the PAN number is a   

mandatory requirement for processing salary. 

- Aadhaar Card 

- Standard X and XII/Diploma mark sheets & Certificate 

- Degree certificate/Provisional Degree Certificate and mark sheets for all semesters of  

Graduation 

- Degree certificate and mark sheets for all semesters of your Post Graduation (if you are a    

Postgraduate)  

-  
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- Overseas Citizenship of India (applicable if you are not an Indian Nationality). For  

  Srilankan Refugee, a Refugee Identity card along with Work Permit is required 

-Birth Affidavit on Rs100 stamp paper, if Birth Certificate not in English 

- Any other affidavits on Rs100 stamp paper if applicable (name affidavit for multiplenames, 

signature affidavits,   address affidavits etc.) 

- Passport / Acknowledgement letter of passport application 

- Gap/Break in career affidavit on Rs100 stamp paper, if gap is more than 6 months- 4 

passport sized photographs 

- Medical Certificate (Should be made on the format provided by TCS along with the Joining 

letter) 

- An affidavit/notarized undertaking (Non-Criminal Affidavit, should be made on the 

formatprovided by TCSL) stating : 

 *There is no criminal offence registered/pending against you 

 *There is no disciplinary case pending against you in the university 

- If you were employed, a formal Relieving letter & Experience letter from your previous 

employerThe original documents will be returned to you after verification. 

In addition to the above original documents, Please carry photocopies of the below 

documents  

 *PAN Card (Permanent Account Number)  

 *Aadhaar Card (Not applicable for Nepal & Bhutan Citizenship) 

 *Passport 

 *NSR E-Card 

21. TCS Xperience Program 

On joining TCSL, you will be given the benefit of formal training (TCS Xperience Program) at 

our offices, as identified, for such period as TCSL may decide.  

The said training forms a critical part of your employment with TCSL and is an ongoing 

process. TCSL continues to make investment on training and continuing education of its 

professionals. This will be of immense value to you as a professional and a large part of the 

ownership and commitment has to come from you.  

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 

process and a formal evaluation will be carried out during the training. The evaluation criteria 

which will be very transparent will be used as a basis for allocating people to projects/roles. 

We would request that the training be taken very seriously to enable you to add maximum 

value to your professional and personal growth.  
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22. Letter of Appointment 

You will be issued a letter of appointment at the time of your joining and after completing 

joining formalities as per TCSL policy.  

23. Rules and Regulations of the Company 

Your appointment will be governed by the policies, rules, regulations, practices, processes 

and procedures of TCSL as applicable to you and the changes therein from time to time.The 

changes in the Policies will automatically be binding on you and no separate individual 

communication or notice will be served to this effect. However, the same shall be 

communicated on internal portal/Ultimatix.  

24. Compliance to all clauses 

You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to fulfill one 

or more of the terms and conditions and/or failure to clear one or more tests successfully would 

entitle TCSL to withdraw this offer letter anytime at its sole discretion.  

25. Data Privacy Clause: 

(a) Your personal data collected and developed during recruitment process will be processed 

in accordance with the TCS Data Privacy Policy. The personal data referred therein are 

details related to contact, family, education, personal identifiers issued by government, social 

profile, background references, previous employment and experience, medical history, 

skillset, proficiency and certifications, job profile and your career aspirations.  

(b) It will be processed for various organizational purposes such as Â recruitment, 

onboarding, background check, project assignment, performance management, job rotation, 

career development including at leadership level, diversity and inclusion initiatives, global 

mobility, wellness program, statutory and legal requirements and specific organizational 

initiatives in force during your tenure in TCS.  

(c) After you join TCS, there would be more sets of Personal Information (PI) attributes 

processed for various legitimate purposes. All of it will be processed with compliance to 

applicable laws and the TCS Data Privacy Policy. In some scenarios of your PI processing, 

you will be provided with appropriate notice and/or explicit consent might be obtained from 

time to time.  

(d) For the purposes mentioned above, your required PI may be shared with specific vendor 

organizations who provide services to TCS, e.g. Â background check, health insurance, 

counselling, travel, transport and visa, payroll services, associate engagement activities, and 

financial and taxation services.  
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(e) As TCS is a global company, your PI may be shared with entities outside India, limited for 

the purposes mentioned above and/or in this offer letter.  

(f) In case of oversees deputation, available privacy rights would be governed as per 

regulatory provisions and / or TCS policies/notice provided applicable at your overseas 

location.   



 

TCS Confidential 13 

TCSL/DT20234409931 

Withdrawal of Offer 

If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not interested 

in this employment and this offer will be automatically withdrawn.  

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 

letter, the offer will stand automatically terminated at the discretion of TCSL.We look forward to 

having you in our global team  

Yours Sincerely,  

For TATA Consultancy Services Limited 

 

 

 

 

Girish V. Nandimath 

Global Head, Talent Acquisition & Academic Interface 

Encl: Annexure 1: Benefits and Gross Salary 

         Annexure 2: List of TCS Xperience Centres   

         Annexure 3: Confidentiality and IP Terms   

  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click here  or use a QR code scanner from your mobile 

to validate the offer letter 
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 GROSS SALARY SHEET Annexure 1 

Name Pradeep Choubey 

Designation Assistant (Asse) 

Institute Name College Of Commerce, Patna 

Table 1: Compensation Details (All Components in INR) 

Component Category Monthly Annual 

1) Fixed Compensation   
  

Bouquet Of Benefits #         4,999        59,984 

2) Performance Pay 
  

Monthly Performance Pay         1,400        16,800 

3) Annual Components/Retirals 
  

Health Insurance*** NA         4,000 

Provident Fund         1,117        13,404 

Gratuity           447         5,373 

ESI Contribution## NA         6,204 

Total of Annual Components & Retirals         1,565        22,777 

4) City Allowance           200         2,400 

TOTAL GROSS        17,472      2,19,862 
# Refer to Table 2 for TCSL defined Structure. In case, you wish not to restructure your BoB, TCSL 

defined Structure as given in Table 2 will be applicable. 

##Contribution towards Employees' State Insurance borne by TCS. 

*** For HIS - Note that Rs.4,000 if the employee is Single. If the employee is married or married with Children then 

Rs. 3,900/- per beneficiary needs to be added to the above mentioned amount. 

Table 2: TCSL defined structure for BoB (All Components in INR) 

Component Category Monthly Annual 

House Rent Allowance         3,723        44,676 

Leave Travel Assistance           776         9,308 

Food Card           500         6,000 

GROSS BOUQUET OF BENEFITS         4,999        59,984 
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Annexure 2 
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Annexure 3 

Confidentiality and IP Terms and Conditions  

1.  Confidential Information 

"Confidential Information" shall mean all Inventions and Know-how, information and material 

of TCS (including for avoidance of doubt any Confidential Information of its Clients) that 

comes into the possession or know of the Associate and shall include the following:  

(a) Any and all information processing programs, software, properties, items, information, 

data, material or any nature whatsoever or any parts thereof, additions thereto and 

materials related thereto, produced or created at any time by TCS or the Associate in the 

course of or in connection with or arising out of the Associate's association with TCS. 

Program/Software shall mean source code and/or machine instructions wherever 

resident and on whatever media and all related documentation and software,  

(b) All other information and material of TCS relating to design, method of construction, 

manufacture, operation, specifications, use and services of the TCS equipment and 

components, including, but not limited to, engineering and laboratory notebooks, reports, 

process data, test data, performance data, inventions, trade secrets, systems, software, 

object codes, source codes, copyrighted matters, methods, drawings, computations, 

calculations, computer programs, narrations, flow charts and all documentation therefore 

and all copies thereof (including for avoidance of doubt any such material belonging to 

the Clients of TCS).  

(c) Corporate strategies and other confidential and proprietary material and information, 

which could cause competitive harm to TCS if disclosed,  

(d) Customer and prospective customer lists, and  

(e) All other information and material, which may be created, developed, conceived, 

gathered or collected or obtained by the Associate in the course of or arising out of the 

association with TCS or while in or in connection with or for the purposes of his/her 

association with TCS or any of the operations and entrusted by TCS to the Associate.  

2.  Associate's Obligations 

Associate agrees to treat the Confidential Information as strictly confidential and a trade 

secret of TCS. Associate agrees not to use, or cause to be used, or disclose or divulge or 

part with either directly or indirectly the Confidential Information for the benefit of or to any 

third parties except for or on behalf of or as directed or authorized by TCS or to a person 

having a valid contract with or need under TCS, any Confidential Information. Upon 
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termination of employment, the Associate agrees to surrender to TCS all Confidential 

Information that he or she may then possess or have under his or her control.  

3.  Intellectual Property Rights 

Associate agrees and confirms that all intellectual property rights in the Confidential 

Information shall at all times vest in and remain with or belong to TCS and Associate shall 

have no right title or claim of any nature whatsoever in the Confidential Information. Associate 

shall promptly disclose to an authorized officer of TCS all inventions, ideas, innovations, 

discoveries, improvements, suggestions, or reports and enhancements made, created, 

developed, conceived or devised by him or her arising out of his or her engagement with 

TCS, including in the course of provision of services to the Clients of TCS and Associate 

hereby agrees and confirms that all such intellectual property rights shall at all times vest in 

and remain vested in TCS and agrees to transfer and assign to TCS any interests Associate 

may have in such intellectual property rights including any interest in and to any domestic or 

foreign patent rights, trademarks, trade names copyrights and trade secret rights therein and 

any renewals thereof. On request of TCS, Associate shall execute from time to time, during 

or after the termination of his or her employment, such further instruments, including without 

limitations, applications for letters of patent, trademarks, trade names and copyrights or 

assignments thereof, as may be deemed necessary or desirable by TCS to perfect the title 

of TCS in the intellectual property rights and to effectuate the provisions hereof. All expenses 

of filling or prosecuting any application for patents, trademarks, trade names, or copyrights 

shall be borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting 

any such applications. Associate hereby expressly waives any "artist's rights" or "moral 

rights", which Associate might otherwise have in such intellectual property rights.  

4.  Prior knowledge 

Associate acknowledges that prior to his or her appointment by TCS, he or she had no 

knowledge of the Confidential Information of TCS and that such Confidential Information is 

of a confidential and secret character and is vital to the continued success of TCS's 

business. Associate further acknowledges that he or she is associated with TCS in a 

capacity in which he or she will become acquainted with all or part of such Confidential 

Information. In order to safeguard the legitimate interests of TCS in such Confidential 

Information, it is necessary for TCS to protect such Confidential Information by holding it 

secret and confidential.  

5.   Use of third party material 

Associate expressly agrees that it shall not in the course of his or her association with TCS 

and while working on the premises or facilities of TCS or its Clients or in connection with the 

development of any intellectual property rights or work for or on behalf of TCS, use any third 

party material or intellectual property rights except those intellectual property rights provided 

by TCS or expressly authorised by TCS or without having proper authorisation or license or 

approval of the respective owner of such intellectual property rights.  
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6. Security policies and Guidelines. 

Associate agrees to abide by and be bound by any and all policies, documents, guidelines 

and processes including IP, Security and Confidentiality of TCS in force from time to time 

whether expressly endorsed or not.  

7. Working in SBWS Framework: 

Associate may be required to work in TCS offices or its Client premises or from home (remote 

working) as per the directions of supervisor and / or the provisions of the applicable policy.  

Associate understands that working in this hybrid environment may have higher 

confidentiality and information security risks. Associate acknowledges that when working 

remotely the Associate:  

(a) will work only in a private, secured work area in compliance with the guidelines issued 

and amended from time to time.  

(b) will comply with and work in a manner consistent with TCS Data Privacy and Security 

Policies/Protocols.  

(c) will bring to the notice of HR of the Unit to any circumstances that prevent Associate from 

working in a manner consistent with TCS data privacy and security policies/ protocols.  

(d) will inform the HR of the Unit if the Associate shares a home with any family member or 

an individual who is employed by a competitor of TCS or TCS client the Associate is 

assigned to, or if any other circumstances at home exist which implicates the TCS Code 

of Conduct Conflict of Interest provision.  

(e) will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure 

obligations.  

(f) will be using the Company allotted laptop or similar authorized computing device (together 

called "official asset") only to connect to TCS network/customer network through 

authorized means (or the Customer provided laptop to access the customer network if 

so, mandated by the Customer).  

(g) will not allow anybody to share the official asset being used.  

8.  Restriction on Associate's Rights 

Associate agrees that he or she shall not make, have made, replicate, reproduce, use, sell, 

incorporate or otherwise exploit, for his or her own use or for any other purpose, any of the 

Confidential Information including intellectual properties of TCS that is or may be revealed to 

him or her by TCS or which may in the course of his or her employment with TCS come into 

his or her possession or knowledge unless specifically authorized to do so in writing by TCS.  
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9.  No License 

TCS and Associate agree that no license under any patent or copyright now existing or 

hereafter obtained by TCS is granted, agreed to be granted, or implied by the terms of this 

Agreement, or by the disclosure to Associate of the Confidential Information.  

10.  Equitable Rights 

Associate acknowledges that any Confidential Information that comes into the possession 

and / or knowledge of Associate is of a unique, highly confidential and proprietary nature. It 

is further acknowledged by Associate that the disclosure, distribution, dissemination and / or 

release by Associate of the Confidential Information without the prior written consent of TCS 

or any breach of this Agreement by Associate will cause TCS to suffer severe, immediate 

and irreparable damage and that upon any such breach or any threat thereof, TCS shall 

without prejudice to any other remedies available to it, be entitled to appropriate equitable 

relief including the relief of specific performance and injunctive relief, in addition to whatever 

remedies it might have at law.  

11.  General 

(a) The provisions hereof shall be interpreted, determined and enforced in accordance with 

the laws of India.  

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 

herein contained or may claim or liability of any party including that of surety, the same shall 

be referred to a person to be nominated by TCS, whose decision shall be final and binding 

upon the parties hereto. Subject to the above, the arbitration shall be governed by the 

Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 

Associate confirms that the fact that the arbitrator shall be a nominee of TCS shall not be a 

ground for objecting to such arbitration or challenging the decision of the arbitrator. The 

venue of arbitration shall be Mumbai. Subject to the above arbitration clause, the Parties 

agreed to the binding jurisdiction of the Courts at Mumbai under the laws of India.  

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing law, 

it shall be deemed null and void without annulling or rendering invalid the remainder of the 

Agreement and if the invalid portion is such that the remainder cannot be sustained without 

it, the Parties herein shall find a suitable replacement to the invalid portion that shall be legally 

valid.  

(d) This Confidentiality clause along with other documents executed by Associate or 

referenced in any such documents constitutes the entire understanding between the parties 

and supersedes all prior agreements and understandings pertaining to the subject matter 

thereof. No delay of omission of either Party in exercising or enforcing any of their rights or 

remedies hereunder shall constitute a waiver thereof.  
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(e) This Confidentiality clause may not be amended except in writing signed by authorized 

representatives of both parties.  

(f) The obligations of Associate in terms of this Confidentiality clause shall continue during 

the term of or in the course of the employment of the Associate with TCS and shall continue 

thereafter in perpetuity.  



Offer: BUSINESS PROCESS SERVICES
Ref: TCSL/DT20234237368/Kolkata/BPS/BTN
Date: 04/08/2023

Mr. Pramit  Kumar
Patna Sadar
Yadav Lane,Musallahpur Hat,Mahendru
Nahar Road
Patna-800006
Bihar
Tel# -7759076219

Dear Mr. Pramit  Kumar,

Sub: Letter of Offer and Terms of Traineeship

Thank you for exploring training opportunities with Tata Consultancy Services Limited(TCSL). You have successfully 
completed our initial selection process and we are pleased to make you an offer as "Trainee BPS" for a period of 12 
months. During this period you will be paid a stipend of Rs. 10,250/- per month.You will be engaged as a Trainee / 
Apprentice under the model / certified Standing Orders (as the case may be) applicable to you. 

Kindly confirm your acceptance of this traineeship by proposing your date of joining and signing Annexure 1. If not 
accepted within 7 days of receipt, this offer is liable to lapse at the discretion of the Company. You may handover your 
acceptance letter to the HR Officer/ Induction Officer at any of our offices. 

After you accept this letter of traineeship and clear the medical check-up, and background check you will be given a 
letter of appointment as a trainee indicating the details of your joining date and initial place of posting after completing 
joining formalities as per company policy. 

TCS decision of releasing the Offer of Traineeship and allowing you to join the organization before completion of your 
final Graduation examination which has been uncertainly delayed owing to COVID-19 Pandemic, shall not be 
construed as a waiver of the condition specified in the Terms of Traineeship under clause 'Pre-requisites of 
Traineeship'. The status of your Graduation completion will be reviewed periodically. The Management reserves the 
right to revoke this Offer of Traineeship if it is later established that you could not successfully complete your 
Graduation without any pending arrears/backlogs. 
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OTHER BENEFITS

1. Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependents under the company's Health 
Insurance Scheme (HIS). You are automatically covered under a default HIS Plan. 

You have the flexibility to choose a plan which is higher than the existing default plan, by paying the applicable 
additional premium plus Service Tax, in which case the below benefits can be availed: 

a) Domiciliary Cover: This is a provision to cover the cost incurred towards any domiciliary treatment up to a 
specified limit for each insured person per annum. 

b) Base Cover: This is a provision to cover the cost incurred on hospitalization treatments up to a specified limit for 
each insured person per annum. 

c) Floater Cover: This benefit covers the hospitalization expenses incurred over and above the basic 
hospitalization cover limit. This is a family floater cover for you and your enrolled dependents. 

The total premium is split between Base Cover and Floater Cover Premium as per the plan applicable. 

i. Base Cover Premium: Towards Domiciliary and Base cover for self, spouse and up to three children is entirely 
borne by TCSL , provided these members are explicitly enrolled by you under the scheme. Additionally, if you 
wish to cover dependent parents/parents-in-law or remaining children, the applicable premium per insured person 
is to be borne by you. 

ii. Floater Cover Premium: Towards Floater cover is to be borne by you. 

*Note: The above Health Insurance Scheme is subject to revision. The policy changes if any, in future, will prevail 
. For further details, please refer to the policy document 

2. Professional Memberships:
You will be eligible for reimbursement of expenses towards professional membership as per TCSL 's policy. 

3. Social Security - Employees' State Insurance:
The company will contribute 3.25% of your stipend or such amount as determined by law towards ESI
contribution till you remain covered under Employee's State Insurance Act, 1948.

4. Compensation Benefits under ESI Act / Employees' Compensation Act:
If you are covered under Employees State Insurance Act (ESI Act), 1948 you are entitled to claim the benefits in 
the event of accidental injury resulting into death or disablement arising out of and in the course of employment, 
from Employees' State Insurance Corporation. 

If you are out of the purview of ESI Act, you will be eligible for compensation benefit in the event of death / 
disablement arising out of and in the course of employment as per the benefits under the Company's Afterlife 
Benefit Policy / Personal accident insurance scheme, whichever is applicable. For more details on this, refer TCS 
India policy - Afterlife Benefits and TCS India policy - Health Insurance after joining the organization. 

* Inclusion or exclusion of an employee under 'Employee State Insurance Corporation' is as defined as per the 
ESIC Act 

5. Night Shift Stipend:
Trainees assigned to night shifts for training would be eligible for a Night Shift Stipend of Rs. 200/- per shift 
as per the company policy. 
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6. Process Specific Stipend:
Based on your allocation, to a process and on account of the process complexity involved, you may be eligible for 
additional process specific stipend, as defined by the Company. 

TERMS OF TRAINEESHIP

1. Traineeship Pre-requisites
Your appointment as a Trainee / Apprentice under the model / certified Standing Order will be subject to 
successful completion of your graduation examination without any pending arrears / back logs during the entire 
course duration. 

It is clearly understood, agreed and made abundantly clear that in case you do not successfully clear your 
graduation your traineeship with TCSL will be discontinued without any notice or notice pay 

It is mandatory to declare the gaps / arrears / back log, if any, during your academics and work experience. The 
management reserves the right to withdraw/revoke the offer of traineeship at any time at its sole discretion in case 
of any discrepancy or false information is found in the details submitted by you. 

2. Traineeship Period:
During the period of your training of 12 months, you may be required to undergo classroom and on the job 
training. During this period, you may be appraised to evaluate your performance and if your performance is found 
to be satisfactory, you may be absorbed / appointed in the regular employment of the Company at its sole 
discretion. 

It is hereby specifically clarified that the Company is under no obligation whatsoever to absorb / appoint you on 
regular basis upon successful completion of your training period of 12 months. You shall not be deemed to have 
been absorbed / appointed in the regular employment of the company, unless & until you receive a written 
communication in this regard from the Company. 

If your performance is found unsatisfactory, TCSL may terminate your traineeship forthwith by giving you 30 
calendar days' notice in writing or payment of stipend for 30 calendar days in lieu thereof. 

If you remain on unauthorized absence for a consecutive period of 3 days during the training programme without 
authorisation or intimation, a presumption shall arise that you have abandoned your traineeship and the company 
shall be entitled to disqualify and disentitle you forthwith for any further training and your name is liable to be 
automatically stand discontinued from the list of ILP trainees without any further intimation / separate 
communication to you. 

3. Hours of Training:
You may be required to undergo training in shifts and / or in extended training hours as permitted by law. 

4. Leave:
You will be entitled for leaves as per the company's policy. 

5. Transport:
TCS BPS provides company transport facility within a pre-defined radius for each location as defined in the 
company transport policy. TCS employees living beyond these boundaries would be required to make their own 
arrangements and the routes are predetermined and not permitted to be varied under any circumstances. The 
company will make appropriate provisions for those working in night shift as permitted by law/ policy. 
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6. Alternative Occupation / Traineeship:
During the period of your traineeship at TCSL , you are not permitted to undertake any other traineeship, 
employment, business, assume any public or private office, honorary or remunerative, without the prior written 
permission of the company. 

7. Confidentiality, Data and Intellectual Property Protection:
As part of the joining formalities, you are required to sign a Confidentiality, Data and IP Protection Terms, which 
aims to protect the intellectual property rights and business information of TCSL and its clients. The detailed 
Confidentiality, Data and IP Protection related terms and conditions are set out in Annexure 2 

8. Work in SBWS mode:
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model framework that allows 
seamless deployment of virtual workspaces in a secure manner that enables flexible working options aligned to its 
business objectives. You may be required to work either from TCS offices/TCS Client offices or from home 
(remote working) as per the requirements of the project or group you are assigned to work with and as 
communicated to you by the Unit HR or your supervisor. You are required to abide by the Policy and / or 
Guidelines issued by TCS from time to time while operating within this framework. For more details, please refer 
the Policy / Guideline document on Remote Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such flexible working and ensure 
adherence to TCS Security Policies/Protocols and Confidentiality obligations at all times. 

9. TATA Code of Conduct:
You are required to sign the TATA Code of Conduct and follow the same in your day to day conduct as a trainee 
of TCSL . 

10.  Notice Period:
You will have to give at least 30 calendar days' prior notice in writing before discontinuing your traineeship with the 
Company. The Company may discontinue your traineeship by giving you 30 calendar days' notice in writing or 
payment of stipend for 30 days in lieu thereof. 

11.  Medical Test:
You are required to undergo a pre-Traineeship medical check-up and obtain a fitness certificate from the 
registered medical practitioner/Doctor. This is a pre-condition for Traineeship. Please collect the medical check-up 
authorization letter from the company HR executive, at the time of submitting your written acceptance of this offer. 
To verify your identification, we request you to carry a photograph and a photo identification document issued by 
government like passport, PAN card, Election Card, Driving License etc. If you are a campus recruit, you may 
produce your current educational institute`s photo identification card in the absence of government photo 
identification document. 

Retention of reasonable medical fitness is also a condition of Traineeship. The company also reserves the right to 
get yourself examined by a doctor at any time during your Traineeship and futher employment(if absorbed in 
Regular Employment) to ascertain your medical fitness. The opinion of the doctor appointed by the company shall 
be final and binding on both parties. Your failure, refusal or inability to appear for such medical examination will 
result in the determination of your Traineeship or Employment as the case may be without any notice or notice 
pay in lieu of notice. 

Your Traineeship or further Employment (if absorbed in Regular Employment) is liable to be discontinued / 
terminated on account of your continued ill health or if you are found to be medically unfit for the job as may be 
certified by the company's doctor. 

12. Background Check:
Your traineeship will be subject to a background check in line with the Company's background check policy. A 
specially appointed agency will conduct internal and external background checks. Normally, such checks are 
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completed within one month of joining. If the background checks are unfavorable or at a variance with your own 
declarations, your traineeship will be discontinued without any notice. 

13. Submission of Documents:
At the time of your joining traineeship, photocopy of the following documents should be submitted. Please carry 
the original copies for verification. 

- Standard X and XII Mark sheets equivalent
- Degree certificate and mark sheets for all semesters
- Postgraduate degree certificate and mark sheets for all semesters (if you are a Post-graduate)
- Birth Certificate / Proof of Age
- Passport
- 6 photographs - passport size
- An affidavit / notarised undertaking that there is no criminal offence registered/pending against you.
Your original documents will be returned to you after verification. 

14. Initial Learning Programme (ILP)
On joining TCSL as Trainee, you will be given the benefit of formal & on the job training ("Initial Learning 
Programme") at the location, as identified, for such a period as TCSL may decide. The said training 
programme forms a critical part of your traineeship and is an ongoing process. TCSL continues to make 
investment on training and development of its trainees. This will be of immense value to you and a large part of 
ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing process and a formal 
evaluation will be carried out during the training. We would request that the training be taken very seriously to 
enable you to add maximum value to your professional and personal growth. 

15. Letter of Appointment
Your will be issued a letter of appointment on your joining and after completing joining formalities as per 
TCSL policy 

16. Personal Data Processing:
Your personal data collected and developed during recruitment process will be processed in accordance with the 
TCS Data Privacy Policy. The personal data referred therein are details related to contact, family, education, 
personal identifiers issued by government, social profile, background references, previous employment and 
experience, medical history, skillset, proficiency and certifications, job profile and your career aspirations. 

It will be processed for various organizational purposes such as recruitment, onboarding, background check, 
project assignment, performance management, job rotation, career development including at leadership level, 
diversity and inclusion initiatives, global mobility, wellness program, statutory and legal requirements and specific 
organizational initiatives in force during your tenure in TCS. 

After you join TCS, there would be more sets of Personal Information (PI) attributes processed for various 
legitimate purposes. All of it will be processed with compliance to applicable laws and the TCS Data Privacy 
Policy. In some scenarios of your PI processing, you will be provided with appropriate notice and/or explicit 
consent might be obtained from time to time. 

For the purposes mentioned above, your required PI may be shared with specific vendor organizations who 
provide services to TCS, e.g. background check, health insurance, counselling, travel, transport and visa, payroll 
services, associate engagement activities, and financial and taxation services. 

As TCS is a global company, your PI may be shared with entities outside India, limited for the purposes mentioned 
above and/or in this offer letter. 
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In case of oversees deputation, available privacy rights would be governed as per regulatory provisions and / or 
TCS policies/notice provided applicable at your overseas location. 

17. Terms and conditions:
The above terms and conditions of traineeship are specific to your traineeship period in India. 

18. Rules and Regulations of the Company:
Your traineeship will be governed by the policies, rules, regulations, practices, processes and procedures of the 
Company as applicable to you and the changes therein from time to time. 

19. Compliance to all clauses:
You will be required to fulfill all the terms and conditions mentioned in this letter of offer of traineeship. Any failure 
to fulfill any term and /or condition and/or failure to clear any test successfully would entitle TCSL in 
withdrawing this letter of traineeship at its sole discretion. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not interested in the 
Traineeship and this offer will be automatically withdrawn. Post acceptance of TCSL offer letter if you fail to join on 
the date provided in the TCSL joining letter, the offer will stand automatically terminated at the sole discretion of 
TCSL . 

We look forward to having you in our global team. 

Yours Sincerely, 

For Tata Consultancy Services Limited. 
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Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click Here or use a QR code scanner from your

mobile to validate the offer letter

Encl: Annexure 1: Acceptance
        Annexure 2: Confidentiality, Data and Intellectual Property Protection Terms

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=0LqTT96Tp9pFZ3FZp4pF6866q4q68L88L3L8q3q6iL8i9LpZbiLixTx4ZFFZp0pFpUpFxLx4ib8


ANNEXURE 1

For the candidate to complete:

This is to confirm that I have received the letter of offer and Terms of Traineeship ref No   
TCSL/DT20234237368/Kolkata/BPS/BTN on _____________ (MMM/DD/YYYY).   
I hereby accept this Offer and intend to join traineeship on:

Signature:

Name:
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Annexure 2

                                   Confidentiality, Data and Intellectual Property Protection Terms

1. Confidential Information
"Conf ident ia l  Informat ion" shal l  mean al l  Invent ions and Know-how, informat ion and mater ia l  
of TCS and its subsidiaries as applicable (Collectively termed as TCS) (including for avoidance of doubt any 
Confidential Information of its Clients) that comes into the possession or know of the Associate and shall include 
the following: 

(a) Any and all information processing programs, software, properties, items, information, data, material or any 
nature whatsoever or any parts thereof, additions thereto and materials related thereto, produced or created at 
any time by TCS or the Associate in the course of or in connection with or arising out of the Associate's 
association with TCS. Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, manufacture, operation, 
specifications, use and services of the TCS equipment and components, including, but not limited to, engineering 
and laboratory notebooks, reports, process data, test data, performance data, inventions, trade secrets, systems, 
software, object codes, source codes, copyrighted matters, methods, drawings, computations, calculations, 
computer programs, narrations, flow charts and all documentation therefore and all copies thereof (including for 
avoidance of doubt any such material belonging to the Clients of TCS) 

(c) Corporate strategies and other confidential and proprietary material and information, which could cause 
competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, gathered or collected or 
obtained by the Associate in the course of or arising out of the association with TCS or while in or in connection 
with or for the purposes of his/her association with TCS or any of the operations and entrusted by TCS to the 
Associate. 

2. Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade secret of TCS. Associate 
agrees not to use, or cause to be used, or disclose or divulge or part with either directly or indirectly any 
Confidential Information for the benefit of or to any third parties except for or on behalf of or as directed or 
authorized by TCS or to a person having a valid contract with TCS . Upon termination of employment, the 
Associate agrees to surrender to TCS all Confidential Information that he or she may then possess or have under 
his or her control. 

3. Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential Information shall at all times 
vest in and remain with or belong to TCS and Associate shall have no right title or claim of any nature whatsoever 
in the Confidential Information. Associate shall promptly disclose to an authorized officer of TCS all inventions, 
ideas, innovations, discoveries, improvements, suggestions, or reports and enhancements made, created, 
developed, conceived or devised by him or her arising out of his or her engagement with TCS, including in the 
course of provision of services to the Clients of TCS and Associate hereby agrees and confirms that all such 
intellectual property rights shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any interest in and to any 
domestic or foreign patent rights, trademarks, trade names copyrights and trade secret rights therein and any 
renewals thereof. On request of TCS, Associate shall execute from time to time, during or after the termination of 
his or her employment, such further instruments, including without limitations, applications for letters of patent, 
trademarks, trade names and copyrights or assignments thereof, as may be deemed necessary or desirable by 
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TCS to perfect the title of TCS in the intellectual property rights and to effectuate the provisions hereof. All 
expenses of filling or prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any such applications. Associate 
hereby expressly waives any "artist's rights" or "moral rights", which Associate might otherwise have in such 
intellectual property rights. 

4. Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no knowledge of the 
Confidential Information of TCS and that such Confidential Information is of a confidential and secret character 
and is vital to the continued success of TCS's business. Associate further acknowledges that he or she is 
associated with TCS in a capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential Information, it is necessary 
for TCS to protect such Confidential Information by holding it secret and confidential. 

5. Use of third party material
Associate expressly agrees that Associate shall not in the course of his or her association with TCS and while 
working on the premises or facilities of TCS or its Clients or in connection with the development of any intellectual 
property rights or work for or on behalf of TCS; 

a) use any third party material or intellectual property rights except those intellectual property rights provided by 
TCS or expressly authorised by TCS or without having proper authorisation or license or approval of the 
respective owner of such intellectual property rights. 

b) Participate in any activity for creation (including conception, design, development, testing, implementation, 
support or marketing) of any Intellectual Property for or on behalf of TCS or its affiliates if Associate has been 
exposed, directly or indirectly, to any Third Party IP which is in the same subject area (such as research area, 
technology or application area) as, or which is same or similar to, the Intellectual Property or any portion thereof, 
to be so created, unless; 

i) Associate has expressly declared to TCS in a prescribed form whether such exposure was owing to publically 
available information or under and subject to any agreement; AND 

ii) TCS has expressly confirmed to the Associate that TCS has proper authorization or license or approval of the 
respective owner of such Third Party IP to use the same in Intellectual Property or portion thereof to be created 
and authorized in writing Associate's participation in such activity. 

c) knowingly access, make reference to or use any Third Party IP (except as permitted under Section 5(a), 
directly or indirectly, during the period of association with the creation (conception, design, development, testing, 
implementation, support or marketing) of TCS Intellectual Property or portion thereof, which is in the same subject 
area of TCS Intellectual Property or which is same or similar to such TCS Intellectual Property or portion thereof 
being created. In case, Associate access or is exposed to any such Third Party IP during such association, 
Associate shall promptly bring it to the notice of TCS IP asset owner or TCS project manager in writing and 
immediately cease to participate in any such activity 

6. Security policies and Guidelines.
6.1 Associate agrees to abide by and be bound by any and all policies, documents, guidelines and processes 
including IP, Information Security and Confidentiality of TCS in force from time to time whether expressly 
endorsed or not. 

6.2 Associate acknowledge and agree that in the course of, and as a result of his/her engagement with TCS, 
Associate will have access to, obtain or come across personal data or information of other TCS Associates or 
Clients, including without limitation, sensitive personal data or information (collectively "Personal Data and 
Information") within the meaning of the applicable Indian Law and Rules or any other applicable Law, directive or 
regulation anywhere in the world. In respect of any such Personal Data and Information accessed, obtained, 
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acquired or processed by Associate for and on behalf of TCS, its affiliates or Clients, Associate undertake that 
he/she will: 

(a) process the Personal Data and Information only on behalf of TCS, its Affiliates or Clients, as the case may be, 
and only on and in accordance with instructions received from the data controller from time to time; 

(b) abide by such technical and organizational measures necessary to prevent the accidental or 
unlawful destruction or accidental loss, alteration, un-authorized disclosure or access to the Personal Data and 
Information; 

(c) promptly (and in any event within 24 hours of awareness) bring to notice of TCS or its Affiliates, as the case 
may be, of any actual or suspected incident of unauthorized or accidental disclosure of, or access to, the Personal 
Data and Information or other breach of this section (a "Security Breach"); 

(d) promptly provide TCS with all information in Associate's notice, possession or control concerning any Security 
Breach and not make any public announcement regarding a Security Breach without TCS's prior written consent; 

(e) not do, or omit to do, anything, which would cause TCS or any of its employees, officers or agents to be in 
breach of its obligations under any privacy or data protection policy, regulation or legislation; 

(f) upon expiry or termination of Associate's engagement with TCS, return all copies of the Personal Data and 
Information to TCS in Associate's possession or control; and 

(g) promptly bring to TCS notice of any request received from a data subject to have access to his/her Personal 
Data and Information or of any other communication relating to the access, use or processing of any Personal 
Data and Information (including any notice from the regulatory body) and fully co-operate and assist TCS in 
relation to any such request or communication. 

6.3 Associate expressly consent that TCS and/or its affiliates may collect, use, transfer, retain or otherwise 
process Associate's Personal Data and Information in connection with his/her engagement with TCS, in 
accordance with the then / current TCS policies and procedures and applicable privacy and data protection 
legislation. TCS may use third party services or sub-contractors to collect or otherwise process Associate's 
Personal Data and Information for which TCS shall remain responsible for such third party services provider or 
sub-contractor's compliance with TCS's obligations hereunder. 

7. Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client's premises or from home (remote working) as per 
the directions of supervisor and / or the provisions of the applicable policy. 

Associate understands that working in this hybrid environment may have higher confidentiality and information 
security risks. Associate acknowledges that when working remotely the Associate: 

a) Will work only in a private, secured work area in compliance with the guidelines issued and amended from time 
to time. 

b) Will comply with and work in a manner consistent with TCS Data Privacy and Security Policies/Protocols. 

c) Will bring to the notice of HR of the Unit to any circumstances that prevent Associate from working in a manner 
consistent with TCS data privacy and security policies/ protocols. 

d) Will inform the HR of the Unit if the Associate shares a home with any family member or an individual who is 
employed by a competitor of TCS or TCS client the Associate is assigned to, or if any other circumstances at 
home exist which implicates the TCS Code of Conduct Conflict of Interest provision. 
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e) Will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure obligations. 

f) Will be using the Company allotted laptop or similar authorized computing device (together called "official 
asset") only to connect to TCS network/customer network through authorized means (or the Customer provided 
laptop to access the customer network if so, mandated by the Customer). 

g) Will not allow anybody to share the official asset being used. 

8. Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, sell, incorporate or 
otherwise exploit, for his or her own use or for any other purpose, any of the Confidential Information including 
intellectual properties of TCS that is or may be revealed to him or her by TCS or which may in the course of his or 
her employment with TCS come into his or her possession or knowledge unless specifically authorized to do so in 
writing by TCS. 

9. No License
TCS and Associate agree that no license under any patent or copyright now existing or hereafter obtained by TCS 
is granted, agreed to be granted, or implied by the terms of this Agreement, or by the disclosure to Associate of 
the Confidential Information. 

10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession and / or knowledge of 
Associate is of a unique, highly confidential and proprietary nature. It is further acknowledged by Associate that 
the disclosure, distribution, dissemination and / or release by Associate of the Confidential Information without the 
prior written consent of TCS or any breach of the Confidentiality, Data and IP Protection Terms by Associate will 
cause TCS to suffer severe, immediate and irreparable damage and that upon any such breach or any threat 
thereof, TCS shall without prejudice to any other remedies available to it, be entitled to appropriate equitable relief 
including the relief of specific performance and injunctive relief, in addition to whatever remedies it might have at 
law. 

11.  General
(a)The provisions hereof shall be interpreted, determined and enforced in accordance with the laws of India. 

(b)In the event of any dispute or disagreement over the interpretation of any of the terms herein 
contained or any claim or liability of any party, the same shall be referred to a person to be nominated by TCS, 
whose decision shall be final and binding upon the parties hereto. Subject to the above, the arbitration shall be 
governed by the Arbitration and Conciliation Act, 1996 or any modifications or re-enactment thereof. Associate 
confirms that the fact that the arbitrator shall be a nominee of TCS shall not be a ground for objecting to such 
arbitration or challenging the decision of the arbitrator. The venue of arbitration shall be Mumbai. Subject to the 
above arbitration clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the laws of 
India. 

(c)If any provision hereof shall be found by a judicial tribunal to be contrary to governing law, it shall be deemed 
null and void without annulling or rendering invalid the remainder of the Agreement and if the invalid portion is 
such that the remainder cannot be sustained without it, the Parties herein shall find a suitable replacement to the 
invalid portion that shall be legally valid. 

(d)This Confidentiality, Data and IP Protection Terms along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the parties and supersedes all 
prior agreements and understandings pertaining to the subject matter thereof. No delay of omission of either Party 
in exercising or enforcing any of their rights or remedies hereunder shall constitute a waiver thereof. 

(e)This Confidentiality, Data and IP Protection Terms may not be amended except in writing signed by authorized 
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representatives of both parties. 

(f)The obligations of Associate in terms of this Confidentiality, Data and IP Protection Terms shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall continue thereafter in 
perpetuity. 

Please complete and return these documents to the TCSL HR executive, within 7 days of receiving this 
offer. 

This is to confirm that I have received the Letter of Offer on ________________ . 

I hereby accept this Offer and intend to join service on__________________. 

Name: 

Address: 

Signature: 

Date: 
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Offer Letter for Employment 

Aug 25, 2023 
 
To, 
Prashant Kumar, 
 
Greetings for the day! 
 
Subsequent to your interview with us, we are pleased to inform that you have been selected as 
“Svatantra Risk Officer” for Wazirganj. 
 
You are scheduled to join us on September 04, 2023. 

We take this opportunity to congratulate you on your new job and wish you all the best for your new 
assignment. 

You are requested to report on September 04, 2023 by 09.30 AM at the below mentioned address: 

Svatantra Microfin Private Limited 
Patna -  C/O-Arpita Anand/Smriti Smita, Shashi Complex, Pillar No-38, Opposite Punjab National 
Bank, Rajabazar, Patna, Bihar - 800014 
 
This offer stands cancelled after September 04, 2023. 
 
You will be entitled to receive Compensation and Benefits of INR CTC 280000/-per annum (Annexure 
attached herewith), subject to various deductions as per Company and Government policy from time 
to time. 
 
In the event of your employment, in case you voluntary resign within One (1) year from your date of 
joining the company, you will be required to pay the recruitment expenses, over and above any 
other expenses which has been incurred during your tenure. 
 
Kindly note that this offer is valid subject to an acceptable feedback from your reference check, CIBIL 
check wherever applicable and antecedent check. 
 
We welcome you to Svatantra Microfin Pvt. Ltd. And hope it would be the beginning of a long and 
mutually beneficial association. 

Kindly sign this letter as an acknowledgement of your acceptance of this offer letter and reply with 
the scanned copy of this letter. 

Yours Sincerely,  
 
KRANTI SETY  
PRESIDENT - HUMAN RESOURCES 
SVATANTRA MICROFIN PVT. LTD. 



 
 
 
 
 

ANNEXURE 
 

ANNUAL COMPENSATION BREAKUP  

Name of the Employee   Prashant Kumar 

Designation  Svatantra Risk Officer 

Department  Risk 

Date of Joining  September 04, 2023 

Location  Wazirganj  

Band  Supervisors (S) 

Grade  S - 1 

      

SALARY COMPONENTS MONTHLY (INR) ANNUAL (INR) 

Basic Salary 12300 147600 

House Rent Allowance 615 7380 

Bonus 1025 12295 

Transport Allowance 1997 23964 

Food Allowance 1664 19970 

Vehicle Allowance 1664 19970 

Customer Handling Allowance 1331 15976 

Gross Salary (A) 20596 247156 

Deductions   

Employee Contribution to PF 1476 17712 

Employee Contribution to ESIC 155 1854 

Total Deductions (B) 1631 19566 

Net Take Home Pay  18966 227590 

Retiral Benefits   

Employer's Contribution to PF 1476 17712 

Employer's Contribution to ESIC 669 8033 

Gratuity 592 7100 

Total Retirals Benefits  ( C )  2737 32844 

FIXED COST TO COMPANY (CTC) 
(A + C) 

23333 280000 

GPA / GTL / GMC As Per Company Policy 

GMC  –  Sum Insured 2,00,000 

Note: 
1. Insurance Benefits (GMC) – Premium borne by employer & employee. This mediclaim covers 
employee, spouse and upto two children. Parents will be included in the policy, after the employee 
successfully completes ‘One’ year in the organization. 

2. Payouts will be based on number of days worked in a year. 

3. Professional Tax, LWF and other applicable taxes will be deducted as per statutory regulations 
from time to time. 
4. The Gratuity is paid at the end of the employment period, subject to completion of 5 years of 
satisfactory services. 

5. Mobile and Fuel expenses shall be reimbursed as per Company Policy- If Applicable. 

6. Performance based Incentives shall be paid as per Company Policy – If Applicable. 

 
 
 
 
 



 
 
 
 
 
 
 

 
 
**Kindly carry original documents for verification. 
 

Joining Kit Documents 

Sr. No. Documents 

1 PAN Card 

2 Aadhaar Card 

3 Driving License 

4 Voter Id 

5 Passport 

6 PG Certificate / Marksheet 

7 Degree Certificate / Marksheet 

8 12th Certificate / Marksheet 

9 10th Certificate / Marksheet 

10 Any other Degree / Certificate 

11 Last 3 Month Salary Slip 

12 Appointment Letter From Previous Company 

13 Relieving Letter From All Previous Company 

14 Experience Letter 

15 Full & Final Settlement Letter 

16 Personal Account Details (Cancelled Cheque/ Passbook Copy) 

17 4 Passport Size Photograph 

18 Last 3 Months Electricity Bill/LPG Receipt (Cylinder Refill Receipt)/ Postpaid Mobile Bill 



Offer: BUSINESS PROCESS SERVICES
Ref: TCSL/DT20234238821/Kolkata/BPS/BTN
Date: 01/09/2023

Mr. Pratyush Kumar Prabhakar
Moti Bhawan

Block Office,Islamnagar
Jamui-811301
Bihar
Tel# 91-7481072281

Dear Mr. Pratyush Kumar Prabhakar,

Sub: Letter of Offer and Terms of Traineeship

Thank you for exploring training opportunities with Tata Consultancy Services Limited(TCSL). You have successfully 
completed our initial selection process and we are pleased to make you an offer as "Trainee BPS" for a period of 12 
months. During this period you will be paid a stipend of Rs. 10,660/- per month.You will be engaged as a Trainee / 
Apprentice under the model / certified Standing Orders (as the case may be) applicable to you. 

Kindly confirm your acceptance of this traineeship by proposing your date of joining and signing Annexure 1. If not 
accepted within 7 days of receipt, this offer is liable to lapse at the discretion of the Company. You may handover your 
acceptance letter to the HR Officer/ Induction Officer at any of our offices. 

After you accept this letter of traineeship and clear the medical check-up, and background check you will be given a 
letter of appointment as a trainee indicating the details of your joining date and initial place of posting after completing 
joining formalities as per company policy. 

TCS decision of releasing the Offer of Traineeship and allowing you to join the organization before completion of your 
final Graduation examination which has been uncertainly delayed owing to COVID-19 Pandemic, shall not be 
construed as a waiver of the condition specified in the Terms of Traineeship under clause 'Pre-requisites of 
Traineeship'. The status of your Graduation completion will be reviewed periodically. The Management reserves the 
right to revoke this Offer of Traineeship if it is later established that you could not successfully complete your 
Graduation without any pending arrears/backlogs. 
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OTHER BENEFITS

1. Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependents under the company's Health 
Insurance Scheme (HIS). 

Entitlement - Under this scheme, you and your enrolled dependents will be entitled for Rs. 5, 00,000/- as a family 
cover under the default HIS plan towards hospitalization expenses. 

Premium rates and contribution will be applicable as per the TCS Health Insurance Policy and the amendment 
made therein from time to time. You have the flexibility to choose a plan which is higher than the default HIS plan 
during the permitted window, by paying the applicable additional premium plus taxes. 

*Note: The above Health Insurance Scheme is subject to revision. The policy changes if any, in future, will prevail 
. For further details, please refer to the policy document 

2. Professional Memberships:
You will be eligible for reimbursement of expenses towards professional membership as per TCSL 's policy. 

3. Social Security - Employees' State Insurance:
The company will contribute 3.25% of your stipend or such amount as determined by law towards ESI
contribution till you remain covered under Employee's State Insurance Act, 1948.

4. Compensation Benefits under ESI Act / Employees' Compensation Act:
If you are covered under Employees State Insurance Act (ESI Act), you are entitled to claim the benefits in the 
event of accidental injury resulting into death or disablement arising out of and in the course of employment, from 
Employees' State Insurance Corporation. 

If you are out of the purview of ESI Act, you will be eligible for compensation benefit in the event of disablement 
arising out of and in the course of employment as per applicable Company policy. In the event of death arising out 
of and in the course of employment, your beneficiary will be eligible for compensation as per the Company's 
policy. For more details on this, refer TCS India policy - Afterlife Benefits and TCS India policy - Health Insurance 
after joining the organization. 

* Inclusion or exclusion of an employee under 'Employee State Insurance Corporation' is as defined as per the 
ESIC Act 

5. Night Shift Stipend:
Trainees assigned to night shifts for training would be eligible for a Night Shift Stipend of Rs. 200/- per shift 
as per the company policy. 

6. Process Specific Stipend:
Based on your allocation, to a process and on account of the process complexity involved, you may be eligible for 
additional process specific stipend, as defined by the Company. 

TERMS OF TRAINEESHIP

1. Traineeship Pre-requisites
Your appointment as a Trainee / Apprentice under the model / certified Standing Order will be subject to 
successful completion of your graduation examination without any pending arrears / back logs during the entire 
course duration. 
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It is clearly understood, agreed and made abundantly clear that in case you do not successfully clear your 
graduation your traineeship with TCSL will be discontinued without any notice or notice pay 

It is mandatory to declare the gaps / arrears / back log, if any, during your academics and work experience. The 
management reserves the right to withdraw/revoke the offer of traineeship at any time at its sole discretion in case 
of any discrepancy or false information is found in the details submitted by you. 

2. Traineeship Period:
During the period of your training of 12 months, you may be required to undergo classroom and on the job 
training. During this period, you may be appraised to evaluate your performance and if your performance is found 
to be satisfactory, you may be absorbed / appointed in the regular employment of the Company at its sole 
discretion. 

It is hereby specifically clarified that the Company is under no obligation whatsoever to absorb / appoint you on 
regular basis upon successful completion of your training period of 12 months. You shall not be deemed to have 
been absorbed / appointed in the regular employment of the company, unless & until you receive a written 
communication in this regard from the Company. 

If your performance is found unsatisfactory, TCSL may terminate your traineeship forthwith by giving you 30 
calendar days' notice in writing or payment of stipend for 30 calendar days in lieu thereof. 

If you remain on unauthorized absence for a consecutive period of 3 days during the training programme without 
authorisation or intimation, a presumption shall arise that you have abandoned your traineeship and the company 
shall be entitled to disqualify and disentitle you forthwith for any further training and your name is liable to be 
automatically stand discontinued from the list of ILP trainees without any further intimation / separate 
communication to you. 

3. Hours of Training:
You may be required to undergo training in shifts and / or in extended training hours as permitted by law. 

4. Leave:
You will be entitled for leaves as per the company's policy. 

5. Transport:
TCS BPS provides company transport facility within a pre-defined radius for each location as defined in the 
company transport policy. TCS employees living beyond these boundaries would be required to make their own 
arrangements and the routes are predetermined and not permitted to be varied under any circumstances. The 
company will make appropriate provisions for those working in night shift as permitted by law/ policy. 

6. Alternative Occupation / Traineeship:
During the period of your traineeship at TCSL , you are not permitted to undertake any other traineeship, 
employment, business, assume any public or private office, honorary or remunerative, without the prior written 
permission of the company. 

7. Confidentiality, Data and Intellectual Property Protection:
As part of the joining formalities, you are required to sign a Confidentiality, Data and IP Protection Terms, which 
aims to protect the intellectual property rights and business information of TCSL and its clients. The detailed 
Confidentiality, Data and IP Protection related terms and conditions are set out in Annexure 2 

8. Work in SBWS mode:
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model framework that allows 
seamless deployment of virtual workspaces in a secure manner that enables flexible working options aligned to its 
business objectives. You may be required to work either from TCS offices/TCS Client offices or from home 
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(remote working) as per the requirements of the project or group you are assigned to work with and as 
communicated to you by the Unit HR or your supervisor. You are required to abide by the Policy and / or 
Guidelines issued by TCS from time to time while operating within this framework. For more details, please refer 
the Policy / Guideline document on Remote Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such flexible working and ensure 
adherence to TCS Security Policies/Protocols and Confidentiality obligations at all times. 

9. TATA Code of Conduct:
You are required to sign the TATA Code of Conduct and follow the same in your day to day conduct as a trainee 
of TCSL . 

10.  Notice Period:
You will have to give at least 30 calendar days' prior notice in writing before discontinuing your traineeship with the 
Company. The Company may discontinue your traineeship by giving you 30 calendar days' notice in writing or 
payment of stipend for 30 days in lieu thereof. 

11.  Medical Test:
You are required to undergo a pre-Traineeship medical check-up and obtain a fitness certificate from the 
registered medical practitioner/Doctor. This is a pre-condition for Traineeship. Please collect the medical check-up 
authorization letter from the company HR executive, at the time of submitting your written acceptance of this offer. 
To verify your identification, we request you to carry a photograph and a photo identification document issued by 
government like passport, PAN card, Election Card, Driving License etc. If you are a campus recruit, you may 
produce your current educational institute`s photo identification card in the absence of government photo 
identification document. 

Retention of reasonable medical fitness is also a condition of Traineeship. The company also reserves the right to 
get yourself examined by a doctor at any time during your Traineeship and futher employment(if absorbed in 
Regular Employment) to ascertain your medical fitness. The opinion of the doctor appointed by the company shall 
be final and binding on both parties. Your failure, refusal or inability to appear for such medical examination will 
result in the determination of your Traineeship or Employment as the case may be without any notice or notice 
pay in lieu of notice. 

Your Traineeship or further Employment (if absorbed in Regular Employment) is liable to be discontinued / 
terminated on account of your continued ill health or if you are found to be medically unfit for the job as may be 
certified by the company's doctor. 

12. Background Check:
Your traineeship will be subject to a background check in line with the Company's background check policy. A 
specially appointed agency will conduct internal and external background checks. Normally, such checks are 
completed within one month of joining. If the background checks are unfavorable or at a variance with your own 
declarations, your traineeship will be discontinued without any notice. 

13. Submission of Documents:
At the time of your joining traineeship, photocopy of the following documents should be submitted. Please carry 
the original copies for verification. 

- Standard X and XII Mark sheets equivalent
- Degree certificate and mark sheets for all semesters
- Postgraduate degree certificate and mark sheets for all semesters (if you are a Post-graduate)
- Birth Certificate / Proof of Age
- Passport
- 6 photographs - passport size
- An affidavit / notarised undertaking that there is no criminal offence registered/pending against you.
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Your original documents will be returned to you after verification. 

14. Initial Learning Programme (ILP)
On joining TCSL as Trainee, you will be given the benefit of formal & on the job training ("Initial Learning 
Programme") at the location, as identified, for such a period as TCSL may decide. The said training 
programme forms a critical part of your traineeship and is an ongoing process. TCSL continues to make 
investment on training and development of its trainees. This will be of immense value to you and a large part of 
ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing process and a formal 
evaluation will be carried out during the training. We would request that the training be taken very seriously to 
enable you to add maximum value to your professional and personal growth. 

15. Letter of Appointment
Your will be issued a letter of appointment on your joining and after completing joining formalities as per 
TCSL policy 

16. Personal Data Processing:
Your personal data collected and developed during recruitment process will be processed in accordance with the 
TCS Data Privacy Policy. The personal data referred therein are details related to contact, family, education, 
personal identifiers issued by government, social profile, background references, previous employment and 
experience, medical history, skillset, proficiency and certifications, job profile and your career aspirations. 

It will be processed for various organizational purposes such as recruitment, onboarding, background check, 
project assignment, performance management, job rotation, career development including at leadership level, 
diversity and inclusion initiatives, global mobility, wellness program, statutory and legal requirements and specific 
organizational initiatives in force during your tenure in TCS. 

After you join TCS, there would be more sets of Personal Information (PI) attributes processed for various 
legitimate purposes. All of it will be processed with compliance to applicable laws and the TCS Data Privacy 
Policy. In some scenarios of your PI processing, you will be provided with appropriate notice and/or explicit 
consent might be obtained from time to time. 

For the purposes mentioned above, your required PI may be shared with specific vendor organizations who 
provide services to TCS, e.g. background check, health insurance, counselling, travel, transport and visa, payroll 
services, associate engagement activities, and financial and taxation services. 

As TCS is a global company, your PI may be shared with entities outside India, limited for the purposes mentioned 
above and/or in this offer letter. 

In case of oversees deputation, available privacy rights would be governed as per regulatory provisions and / or 
TCS policies/notice provided applicable at your overseas location. 

17. Terms and conditions:
The above terms and conditions of traineeship are specific to your traineeship period in India. 

18. Rules and Regulations of the Company:
Your traineeship will be governed by the policies, rules, regulations, practices, processes and procedures of the 
Company as applicable to you and the changes therein from time to time. 

19. Compliance to all clauses:
You will be required to fulfill all the terms and conditions mentioned in this letter of offer of traineeship. Any failure 
to fulfill any term and /or condition and/or failure to clear any test successfully would entitle TCSL in 
withdrawing this letter of traineeship at its sole discretion. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not interested in the 
Traineeship and this offer will be automatically withdrawn. Post acceptance of TCSL offer letter if you fail to join on 
the date provided in the TCSL joining letter, the offer will stand automatically terminated at the sole discretion of 
TCSL . 

We look forward to having you in our global team. 

Yours Sincerely, 

For Tata Consultancy Services Limited. 
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Girish V. Nandimath
Global Head, Talent Acquisition & Academic Interface

Click Here or use a QR code scanner from your

mobile to validate the offer letter

Encl: Annexure 1: Acceptance
        Annexure 2: Confidentiality, Data and Intellectual Property Protection Terms

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=Z6FZLZL8U94ULbL89TpZqTq6Z0FZii8i3ixULUL8LZL8Up4U00qTFiFFUb4UUT4Uip8iqiq6696


ANNEXURE 1

For the candidate to complete:

This is to confirm that I have received the letter of offer and Terms of Traineeship ref No   
TCSL/DT20234238821/Kolkata/BPS/BTN on _____________ (MMM/DD/YYYY).   
I hereby accept this Offer and intend to join traineeship on:

Signature:

Name:
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Annexure 2

                                   Confidentiality, Data and Intellectual Property Protection Terms

1. Confidential Information
"Conf ident ia l  Informat ion" shal l  mean al l  Invent ions and Know-how, informat ion and mater ia l  
of TCS and its subsidiaries as applicable (Collectively termed as TCS) (including for avoidance of doubt any 
Confidential Information of its Clients) that comes into the possession or know of the Associate and shall include 
the following: 

(a) Any and all information processing programs, software, properties, items, information, data, material or any 
nature whatsoever or any parts thereof, additions thereto and materials related thereto, produced or created at 
any time by TCS or the Associate in the course of or in connection with or arising out of the Associate's 
association with TCS. Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, manufacture, operation, 
specifications, use and services of the TCS equipment and components, including, but not limited to, engineering 
and laboratory notebooks, reports, process data, test data, performance data, inventions, trade secrets, systems, 
software, object codes, source codes, copyrighted matters, methods, drawings, computations, calculations, 
computer programs, narrations, flow charts and all documentation therefore and all copies thereof (including for 
avoidance of doubt any such material belonging to the Clients of TCS) 

(c) Corporate strategies and other confidential and proprietary material and information, which could cause 
competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, gathered or collected or 
obtained by the Associate in the course of or arising out of the association with TCS or while in or in connection 
with or for the purposes of his/her association with TCS or any of the operations and entrusted by TCS to the 
Associate. 

2. Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade secret of TCS. Associate 
agrees not to use, or cause to be used, or disclose or divulge or part with either directly or indirectly any 
Confidential Information for the benefit of or to any third parties except for or on behalf of or as directed or 
authorized by TCS or to a person having a valid contract with TCS . Upon termination of employment, the 
Associate agrees to surrender to TCS all Confidential Information that he or she may then possess or have under 
his or her control. 

3. Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential Information shall at all times 
vest in and remain with or belong to TCS and Associate shall have no right title or claim of any nature whatsoever 
in the Confidential Information. Associate shall promptly disclose to an authorized officer of TCS all inventions, 
ideas, innovations, discoveries, improvements, suggestions, or reports and enhancements made, created, 
developed, conceived or devised by him or her arising out of his or her engagement with TCS, including in the 
course of provision of services to the Clients of TCS and Associate hereby agrees and confirms that all such 
intellectual property rights shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any interest in and to any 
domestic or foreign patent rights, trademarks, trade names copyrights and trade secret rights therein and any 
renewals thereof. On request of TCS, Associate shall execute from time to time, during or after the termination of 
his or her employment, such further instruments, including without limitations, applications for letters of patent, 
trademarks, trade names and copyrights or assignments thereof, as may be deemed necessary or desirable by 
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TCS to perfect the title of TCS in the intellectual property rights and to effectuate the provisions hereof. All 
expenses of filling or prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any such applications. Associate 
hereby expressly waives any "artist's rights" or "moral rights", which Associate might otherwise have in such 
intellectual property rights. 

4. Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no knowledge of the 
Confidential Information of TCS and that such Confidential Information is of a confidential and secret character 
and is vital to the continued success of TCS's business. Associate further acknowledges that he or she is 
associated with TCS in a capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential Information, it is necessary 
for TCS to protect such Confidential Information by holding it secret and confidential. 

5. Use of third party material
Associate expressly agrees that Associate shall not in the course of his or her association with TCS and while 
working on the premises or facilities of TCS or its Clients or in connection with the development of any intellectual 
property rights or work for or on behalf of TCS; 

a) use any third party material or intellectual property rights except those intellectual property rights provided by 
TCS or expressly authorised by TCS or without having proper authorisation or license or approval of the 
respective owner of such intellectual property rights. 

b) Participate in any activity for creation (including conception, design, development, testing, implementation, 
support or marketing) of any Intellectual Property for or on behalf of TCS or its affiliates if Associate has been 
exposed, directly or indirectly, to any Third Party IP which is in the same subject area (such as research area, 
technology or application area) as, or which is same or similar to, the Intellectual Property or any portion thereof, 
to be so created, unless; 

i) Associate has expressly declared to TCS in a prescribed form whether such exposure was owing to publically 
available information or under and subject to any agreement; AND 

ii) TCS has expressly confirmed to the Associate that TCS has proper authorization or license or approval of the 
respective owner of such Third Party IP to use the same in Intellectual Property or portion thereof to be created 
and authorized in writing Associate's participation in such activity. 

c) knowingly access, make reference to or use any Third Party IP (except as permitted under Section 5(a), 
directly or indirectly, during the period of association with the creation (conception, design, development, testing, 
implementation, support or marketing) of TCS Intellectual Property or portion thereof, which is in the same subject 
area of TCS Intellectual Property or which is same or similar to such TCS Intellectual Property or portion thereof 
being created. In case, Associate access or is exposed to any such Third Party IP during such association, 
Associate shall promptly bring it to the notice of TCS IP asset owner or TCS project manager in writing and 
immediately cease to participate in any such activity 

6. Security policies and Guidelines.
6.1 Associate agrees to abide by and be bound by any and all policies, documents, guidelines and processes 
including IP, Information Security and Confidentiality of TCS in force from time to time whether expressly 
endorsed or not. 

6.2 Associate acknowledge and agree that in the course of, and as a result of his/her engagement with TCS, 
Associate will have access to, obtain or come across personal data or information of other TCS Associates or 
Clients, including without limitation, sensitive personal data or information (collectively "Personal Data and 
Information") within the meaning of the applicable Indian Law and Rules or any other applicable Law, directive or 
regulation anywhere in the world. In respect of any such Personal Data and Information accessed, obtained, 
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acquired or processed by Associate for and on behalf of TCS, its affiliates or Clients, Associate undertake that 
he/she will: 

(a) process the Personal Data and Information only on behalf of TCS, its Affiliates or Clients, as the case may be, 
and only on and in accordance with instructions received from the data controller from time to time; 

(b) abide by such technical and organizational measures necessary to prevent the accidental or 
unlawful destruction or accidental loss, alteration, un-authorized disclosure or access to the Personal Data and 
Information; 

(c) promptly (and in any event within 24 hours of awareness) bring to notice of TCS or its Affiliates, as the case 
may be, of any actual or suspected incident of unauthorized or accidental disclosure of, or access to, the Personal 
Data and Information or other breach of this section (a "Security Breach"); 

(d) promptly provide TCS with all information in Associate's notice, possession or control concerning any Security 
Breach and not make any public announcement regarding a Security Breach without TCS's prior written consent; 

(e) not do, or omit to do, anything, which would cause TCS or any of its employees, officers or agents to be in 
breach of its obligations under any privacy or data protection policy, regulation or legislation; 

(f) upon expiry or termination of Associate's engagement with TCS, return all copies of the Personal Data and 
Information to TCS in Associate's possession or control; and 

(g) promptly bring to TCS notice of any request received from a data subject to have access to his/her Personal 
Data and Information or of any other communication relating to the access, use or processing of any Personal 
Data and Information (including any notice from the regulatory body) and fully co-operate and assist TCS in 
relation to any such request or communication. 

6.3 Associate expressly consent that TCS and/or its affiliates may collect, use, transfer, retain or otherwise 
process Associate's Personal Data and Information in connection with his/her engagement with TCS, in 
accordance with the then / current TCS policies and procedures and applicable privacy and data protection 
legislation. TCS may use third party services or sub-contractors to collect or otherwise process Associate's 
Personal Data and Information for which TCS shall remain responsible for such third party services provider or 
sub-contractor's compliance with TCS's obligations hereunder. 

7. Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client's premises or from home (remote working) as per 
the directions of supervisor and / or the provisions of the applicable policy. 

Associate understands that working in this hybrid environment may have higher confidentiality and information 
security risks. Associate acknowledges that when working remotely the Associate: 

a) Will work only in a private, secured work area in compliance with the guidelines issued and amended from time 
to time. 

b) Will comply with and work in a manner consistent with TCS Data Privacy and Security Policies/Protocols. 

c) Will bring to the notice of HR of the Unit to any circumstances that prevent Associate from working in a manner 
consistent with TCS data privacy and security policies/ protocols. 

d) Will inform the HR of the Unit if the Associate shares a home with any family member or an individual who is 
employed by a competitor of TCS or TCS client the Associate is assigned to, or if any other circumstances at 
home exist which implicates the TCS Code of Conduct Conflict of Interest provision. 
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e) Will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure obligations. 

f) Will be using the Company allotted laptop or similar authorized computing device (together called "official 
asset") only to connect to TCS network/customer network through authorized means (or the Customer provided 
laptop to access the customer network if so, mandated by the Customer). 

g) Will not allow anybody to share the official asset being used. 

8. Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, sell, incorporate or 
otherwise exploit, for his or her own use or for any other purpose, any of the Confidential Information including 
intellectual properties of TCS that is or may be revealed to him or her by TCS or which may in the course of his or 
her employment with TCS come into his or her possession or knowledge unless specifically authorized to do so in 
writing by TCS. 

9. No License
TCS and Associate agree that no license under any patent or copyright now existing or hereafter obtained by TCS 
is granted, agreed to be granted, or implied by the terms of this Agreement, or by the disclosure to Associate of 
the Confidential Information. 

10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession and / or knowledge of 
Associate is of a unique, highly confidential and proprietary nature. It is further acknowledged by Associate that 
the disclosure, distribution, dissemination and / or release by Associate of the Confidential Information without the 
prior written consent of TCS or any breach of the Confidentiality, Data and IP Protection Terms by Associate will 
cause TCS to suffer severe, immediate and irreparable damage and that upon any such breach or any threat 
thereof, TCS shall without prejudice to any other remedies available to it, be entitled to appropriate equitable relief 
including the relief of specific performance and injunctive relief, in addition to whatever remedies it might have at 
law. 

11.  General
(a)The provisions hereof shall be interpreted, determined and enforced in accordance with the laws of India. 

(b)In the event of any dispute or disagreement over the interpretation of any of the terms herein 
contained or any claim or liability of any party, the same shall be referred to a person to be nominated by TCS, 
whose decision shall be final and binding upon the parties hereto. Subject to the above, the arbitration shall be 
governed by the Arbitration and Conciliation Act, 1996 or any modifications or re-enactment thereof. Associate 
confirms that the fact that the arbitrator shall be a nominee of TCS shall not be a ground for objecting to such 
arbitration or challenging the decision of the arbitrator. The venue of arbitration shall be Mumbai. Subject to the 
above arbitration clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the laws of 
India. 

(c)If any provision hereof shall be found by a judicial tribunal to be contrary to governing law, it shall be deemed 
null and void without annulling or rendering invalid the remainder of the Agreement and if the invalid portion is 
such that the remainder cannot be sustained without it, the Parties herein shall find a suitable replacement to the 
invalid portion that shall be legally valid. 

(d)This Confidentiality, Data and IP Protection Terms along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the parties and supersedes all 
prior agreements and understandings pertaining to the subject matter thereof. No delay of omission of either Party 
in exercising or enforcing any of their rights or remedies hereunder shall constitute a waiver thereof. 

(e)This Confidentiality, Data and IP Protection Terms may not be amended except in writing signed by authorized 
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representatives of both parties. 

(f)The obligations of Associate in terms of this Confidentiality, Data and IP Protection Terms shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall continue thereafter in 
perpetuity. 

Please complete and return these documents to the TCSL HR executive, within 7 days of receiving this 
offer. 

This is to confirm that I have received the Letter of Offer on ________________ . 

I hereby accept this Offer and intend to join service on__________________. 

Name: 

Address: 

Signature: 

Date: 
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TCSL/DT20234715560 

Offer: Shared Services  
Ref: TCSL/DT20234715560/Kolkata  
Date: 06/11/2023 
 

Mr. Piyush  Pratyay 

Ashok NagarRoad No. 07, 

Kankarbagh, 

Patna-800020, 

Bihar. 

Tel# -7488373235 

Dear Piyush  Pratyay,  
 
Sub: Letter of Offer 

Thank you for exploring career opportunities with TATA Consultancy Services Limited (TCSL). You 

have successfully completed our initial selection process and we are pleased to make you an offer 

of employment.  

This offer is based on your profile and performance in the selection process. You have been selected for 

the position of Assistant (Asse) in Grade S5.  

Your gross salary including all benefits will be ₹2,19,862/- per annum, as per the terms and 

conditions set out herein. Annexure 1 provides break-up of the compensation package.  

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 

accepted within 7 Days, it will be construed that you are not interested in this employment and this 

offer will be automatically withdrawn.  

After you accept this offer you will be given a joining letter indicating the details of your joining date 

and initial place of posting. The Joining letter will be issued to you only upon successful completion 

of your academic course, you meeting the TCS eligibility criteria. You will also be issued a letter 

of appointment at the time of your joining after completing joining formalities as per company 

policy. Your offer is subject to a positive background check.  
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COMPENSATION AND BENEFITS 

Basic Salary 

You will be eligible for a basic salary of ₹9,308/- per month.  

BOUQUET OF BENEFITS (BoB) 

Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 

defined framework, twice in a financial year. All the components will be disbursed on a monthly 

basis.  

The components under Bouquet of Benefits are listed below. The amounts given here for each of 

the components below are as per pre-defined structure. However you may want to re-distribute the 

BoB amount between the components as per your tax plan, once you join TCSL. To design your 

Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 

"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 

will be deducting tax at source as per income tax guidelines.  

House Rent Allowance (HRA) 

Your HRA will be ₹3,723/- per month. While restructuring your BoB amount to various components, it is 

mandatory that at least 5% of monthly basic pay be allocated towards HRA 

Leave Travel Allowance 

You will be eligible for annual Leave Travel Allowance which is equivalent to one month's basic 

salary or a pro-rata amount in case you join during the financial year. This will be disbursed on a 

monthly basis along with the monthly salary. To avail income tax benefits, you need to apply for a 

minimum of three days of leave and submit supporting travel documents.  

Food Card 

You will be eligible for a Food Card. It can be used to purchase food items at all domestic VISA 

enabled restaurants and fast food restaurants including TCS cafeterias. As per the Pre-Defined 

structure you will be eligible for a Food Card with an amount of ₹500/- being credited to this card 

per month. However you may want to re-distribute the BoB amount between the components as 

per your tax plan, once you join TCSL.  
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PERFORMANCE PAY 

Monthly Performance Pay 

You will receive a monthly performance pay of ₹1,400/-. The same will be reviewed on completion 

of your first Anniversary with the company and will undergo a change basis your own ongoing 

individual performance.  

CITY ALLOWANCE 

You will be eligible for a City Allowance of ₹200/- per month. This allowance is fully taxable, is 

specific to India and linked to your base branch. It is subject to review and will be discontinued 

while on international assignments.   
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OTHER BENEFITS 

Health Insurance Scheme 

TCSL brings the benefit of health insurance cover to you and your dependants under the company's 

Health Insurance Scheme(HIS).  

HIS offers the following benefits:  

1. Basic Cover 

i. Entitlement - Includes domiciliary expenses up to ₹6,000/- per insured person per annum 

and basic hospitalization expenses up to ₹2,00,000/- per insured person per annum.  

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 

provided these members are explicitly enrolled by you under the scheme. Additionally, if you 

wish to cover dependent parents/parents-in-law or remaining children, the applicable premium 

per insured person is to be borne by you.  

2. Higher Hospitalisation 

Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your enrolled 

dependents will be automatically covered under Higher Hospitalisation benefits.  

i. Entitlement - You and your enrolled dependants will be entitled for ₹12, 00,000/- as a family 

floater coverage towards hospitalisation expenses, over and above the individual basic 

coverage.  

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 

salary and the differential premium will be borne by TCSL.  

Maternity Leave 

Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 

commissioning mother,may avail maternity leave for twelve weeks. For more details on the 

benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave.  

Loans 

You will be eligible for loans, as per TCSL's loan policy.  

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT) 

You will become a member of the TWT, on completion of continuous association of one year from 

the date of joining TCSL. A nominal annual membership fee of ₹250/- will be recovered from you 

for the same. The Trust provides financial assistance by way of grants/ loans in accordance with 
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the rules framed by the Trust from time to time for medical and educational purposes and in case 

of death of members while in service.  

Professional Memberships 

You will be eligible for reimbursement of expense-s towards professional membership as per 

TCSL's policy.  

RETIRALS 

Provident Fund 

You will be a member of the Provident Fund as per the provisions of "The Employees Provident 

Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic salary 

every month as per the provisions of the said Act.  

Gratuity 

You will be entitled to gratuity as per the provisions of the Gratuity Act, 1972.  

TERMS AND CONDITIONS 

1. Relevant Experience 

As per the recommendation of our management review panel, out of your total experience, 

0.0 years are being considered to be relevant to the business of our organization.  

At the time of Induction, your experience from date of management review by TCSL (while 

in service with current employer) till the date of relieving from your current employment will 

be added to your total and relevant experience subject to signing of declaration to that 

effect followed by validation of relevance of your experience during Background Check 

process.  

2. Aggregate Percentage Requirements 

Your appointment will be subject to your scoring minimum aggregate (aggregate of all 

subjects in all semesters) marks of 60% or above (or equivalent CGPA as per the 

conversion formula prescribed by the Board / University) in the first attempt in each of your 

Standard Xth, Standard XIIth, Diploma (if applicable) and highest qualification (Graduation/ 

Post Graduation as applicable) which includes successful completion of your final 

semester/year without any pending arrears/backlogs. As per the TCSL eligibility criteria, 

marks/CGPA obtained during the normal duration of the course only will be considered to 

decide on the eligibility.  
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As communicated to you through various forums during the recruitment process, your 

appointment is subject to completion of your course within the stipulated time as specified by 

your University/Institute and as per TCSL selection guidelines.  

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 

work experience. The management reserves the right to withdraw/revoke the 

offer/appointment at any time at its sole discretion in case any discrepancy or false 

information is found in the details submitted by you.  

3. Disclaimer 

Candidates who have applied to TCSL and who have not been successful in clearing the TCSL 

selection process are not eligible to re-apply to TCSL within six months from the date on which 

the candidate had attended such selection Test and/or Interview. In case you are found to have 

re-applied to TCSL within six months of previous unsuccessful attempt, the management 

reserves the right to revoke/withdraw the offer/appointment, without prejudice to its other rights.  

4. Training Period 

You will be required to undergo class room and on the job training in the first twelve months 

(including the TCS Xperience Programme as set out herein below), during which period 

you will be appraised for satisfactory performance during/after which TCSL would normally 

confirm you. This confirmation will be communicated to you in writing.  

If your performance is found unsatisfactory during the training period, the company may 

afford you opportunities to assist you and enable you to improve your performance. If your 

performance is still found unsatisfactory, TCSL may terminate your traineeship forthwith.  

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 

time if your performance is not found satisfactory. The terms and conditions of the training 

will be governed by TCSL's training policy. TCSL reserves the right to modify or amend the 

training policy.  

If you remain unauthorizedly absent for a consecutive period of 10 days during the training 

programme, you shall be deemed to have abandoned your traineeship and your name will 

automatically stand discontinued from the list of TCS Xperience trainees without any further 

intimation/separate communication to you.  

5. Working Hours 

Your working hours are governed by applicable law. You may be required to work in shifts 

and/or over time depending upon the business exigencies as permitted by law.  
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6. Mobility TCSL reserves the right to transfer you at any of its offices, work sites, or 

associated or affiliated companies in India or outside India, on the terms and conditions as 

applicable to you at the time of transfer.  

7. Compensation Structure / Salary components 

The compensation structure/salary components are subject to change as per TCSL's 

compensation policy from time to time at its sole discretion.  

8. Increments and Promotions 

Your performance and contribution to TCSL will be an important consideration for salary 

increments and promotions. Salary increments and promotions will be based on TCSL's 

Compensation and Promotion policy.  

9. Alternative Occupation / Employment 

Either during the period of your traineeship or during the period of your employment as a 

confirmed employee of TCSL, you are not permitted to undertake any other employment, 

business, assume any public or private office, honorary or remunerative, without the prior 

written permission of TCSL.  

10. Confidentiality Agreement 

As part of your acceptance of this appointment as an employee with TCS you are required 

to maintain strict confidentiality of the intellectual property rights protected information and 

other business information of TCS and its clients which may be revealed to you by TCS or 

which may in the course of your engagement with TCS come your possession or knowledge 

unless specifically authorized to do so in writing by TCS. This Confidentiality Clause shall 

survive the termination or earlier determination of this Appointment. The detailed 

Confidentiality related terms and conditions are set out in Annexure 3.  

11. Work in SBWS mode 

TCS' Secure Borderless Workspaces(SBWS) is a transformative operating model framework 

that allows seamless deployment of virtual workspaces in a secure manner that enables 

flexible working options aligned to its business objectives. You may be required to work either 

from TCS offices/TCS Client offices or from home (remote working) as per the requirements 

of the project or group you are assigned to work with and as communicated to you by the 

Unit HR or your supervisor. You are required to abide by the Policy and / or Guidelines issued 

by TCS from time to time while operating within this framework. For more details, please 

refer the Policy / Guideline document on Remote Working.  
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It is essential that you understand the applicable Policy and / or the Guidelines of such flexible 

working and ensure adherence to TCS Security Policies/Protocols and Confidentiality 

obligations at all times.  

12. Overseas International Assignment Agreement 

If you are on international assignment, you will be covered by the TCS India Policy-

International Assignments (from India to other Countries) from the date of placement for an 

international assignment. Accordingly, you will be required to sign the Overseas International 

Assignment Agreement/s and any other applicable related documents pertaining to the 

international assignment for which you are being placed In case of every international 

assignment that exceeds 30 days, you will be required to serve TCSL as per the Notice 

Period clause mentioned below.  

This is to ensure that the knowledge and information gained by you during your assignment 

is shared and available to TCSL and its associates. This transfer of knowledge and 

information is essential for TCSL to continue to serve its clients and customers better. If you 

are deputed internationally for training, you will be required to sign an agreement to serve 

TCSL for a minimum period of 6 months on completion of training.  

13. Terms and Conditions 

The above terms and conditions are specific to India and there can be changes to the said 

terms and conditions in case of deputation on international assignments.  

14. TATA Code of Conduct 

You are required to sign the TATA Code of Conduct and follow the same in your day-to-day 

conduct as an associate of TCSL.  

15. Notice Period 

This contract of traineeship in TCS and subsequent employment post successful completion 

of your traineeship is terminable by you by giving 90 days notice in writing. It is clearly 

understood, agreed and made abundantly clear that you shall have to necessarily serve the 

period of notice of 90 days given by you under this clause. However, upon your serving the 

notice under this clause, TCSL may relieve you any time during the period of notice at its 

sole discretion in the interest of business.  

i. This contract of traineeship and subsequent employment post successful completion of 

your traineeship may be terminated by TCSL by giving you 90 days notice or payment in 

lieu thereof.  
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ii. Your failure to comply with this clause will entail monetary payment of damages to TCS 

as may be determined by TCS at its sole discretion having regard to the responsibilities 

shouldered by you while being in the employment of TCS and business continuity.  

16. Retirement 

You will retire from the services of TCSL on reaching your 60th birthday as per the proof of 

age submitted by you at the time of joining.  

17. Pre-employment Medical Certificate 

You are required to submit a Medical Certificate of Fitness (in the format prescribed by TCSL) 

which needs to be verified by a registered medical practitioner having a minimum qualification 

of MBBS to the Induction Coordinator.  

18. Employment of Non Indian Citizens 

In case, you are not a citizen of India, this offer is subject to your obtaining a work permit and 

/ or any other permissions and / or documentation as prescribed by the Government of India.  

19. Background Check 

Your association with TCSL will be subject to a background check in line with TCSL's 

background check policy. A specially appointed agency will conduct internal and external 

background checks. Normally, such checks are completed within one month of joining.If the 

background check reveals unfavourable results, you will be liable to disciplinary action 

including termination of traineeship/service without notice.  

20. Submission of Documents 

Please note that you should initiate and complete the upload of mandatory documents on the 

nextstep portal as soon as the offer letter is accepted (subject to availability of the 

documents)  

Please carry the below listed Original Documents for verification on your joining day.  

- Permanent Account Number (PAN) Card 

  You are required to submit a copy of your PAN card along with other joining   

forms,immediately on joining. As per Indian Income Tax rules, the PAN number is a   

mandatory requirement for processing salary. 

- Aadhaar Card 

- Standard X and XII/Diploma mark sheets & Certificate 

- Degree certificate/Provisional Degree Certificate and mark sheets for all semesters of  

Graduation 

- Degree certificate and mark sheets for all semesters of your Post Graduation (if you are a    

Postgraduate)  
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- Overseas Citizenship of India (applicable if you are not an Indian Nationality). For  

  Srilankan Refugee, a Refugee Identity card along with Work Permit is required 

-Birth Affidavit on Rs100 stamp paper, if Birth Certificate not in English 

- Any other affidavits on Rs100 stamp paper if applicable (name affidavit for multiplenames, 

signature affidavits,   address affidavits etc.) 

- Passport / Acknowledgement letter of passport application 

- Gap/Break in career affidavit on Rs100 stamp paper, if gap is more than 6 months- 4 

passport sized photographs 

- Medical Certificate (Should be made on the format provided by TCS along with the Joining 

letter) 

- An affidavit/notarized undertaking (Non-Criminal Affidavit, should be made on the 

formatprovided by TCSL) stating : 

 *There is no criminal offence registered/pending against you 

 *There is no disciplinary case pending against you in the university 

- If you were employed, a formal Relieving letter & Experience letter from your previous 

employerThe original documents will be returned to you after verification. 

In addition to the above original documents, Please carry photocopies of the below 

documents  

 *PAN Card (Permanent Account Number)  

 *Aadhaar Card (Not applicable for Nepal & Bhutan Citizenship) 

 *Passport 

 *NSR E-Card 

21. TCS Xperience Program 

On joining TCSL, you will be given the benefit of formal training (TCS Xperience Program) at 

our offices, as identified, for such period as TCSL may decide.  

The said training forms a critical part of your employment with TCSL and is an ongoing 

process. TCSL continues to make investment on training and continuing education of its 

professionals. This will be of immense value to you as a professional and a large part of the 

ownership and commitment has to come from you.  

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 

process and a formal evaluation will be carried out during the training. The evaluation criteria 

which will be very transparent will be used as a basis for allocating people to projects/roles. 

We would request that the training be taken very seriously to enable you to add maximum 

value to your professional and personal growth.  
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22. Letter of Appointment 

You will be issued a letter of appointment at the time of your joining and after completing 

joining formalities as per TCSL policy.  

23. Rules and Regulations of the Company 

Your appointment will be governed by the policies, rules, regulations, practices, processes 

and procedures of TCSL as applicable to you and the changes therein from time to time.The 

changes in the Policies will automatically be binding on you and no separate individual 

communication or notice will be served to this effect. However, the same shall be 

communicated on internal portal/Ultimatix.  

24. Compliance to all clauses 

You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to fulfill one 

or more of the terms and conditions and/or failure to clear one or more tests successfully would 

entitle TCSL to withdraw this offer letter anytime at its sole discretion.  

25. Data Privacy Clause: 

(a) Your personal data collected and developed during recruitment process will be processed 

in accordance with the TCS Data Privacy Policy. The personal data referred therein are 

details related to contact, family, education, personal identifiers issued by government, social 

profile, background references, previous employment and experience, medical history, 

skillset, proficiency and certifications, job profile and your career aspirations.  

(b) It will be processed for various organizational purposes such as Â recruitment, 

onboarding, background check, project assignment, performance management, job rotation, 

career development including at leadership level, diversity and inclusion initiatives, global 

mobility, wellness program, statutory and legal requirements and specific organizational 

initiatives in force during your tenure in TCS.  

(c) After you join TCS, there would be more sets of Personal Information (PI) attributes 

processed for various legitimate purposes. All of it will be processed with compliance to 

applicable laws and the TCS Data Privacy Policy. In some scenarios of your PI processing, 

you will be provided with appropriate notice and/or explicit consent might be obtained from 

time to time.  

(d) For the purposes mentioned above, your required PI may be shared with specific vendor 

organizations who provide services to TCS, e.g. Â background check, health insurance, 

counselling, travel, transport and visa, payroll services, associate engagement activities, and 

financial and taxation services.  
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(e) As TCS is a global company, your PI may be shared with entities outside India, limited for 

the purposes mentioned above and/or in this offer letter.  

(f) In case of oversees deputation, available privacy rights would be governed as per 

regulatory provisions and / or TCS policies/notice provided applicable at your overseas 

location.   
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Withdrawal of Offer 

If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not interested 

in this employment and this offer will be automatically withdrawn.  

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 

letter, the offer will stand automatically terminated at the discretion of TCSL.We look forward to 

having you in our global team  

Yours Sincerely,  

For TATA Consultancy Services Limited 

 

 

 

 

Girish V. Nandimath 

Global Head, Talent Acquisition & Academic Interface 

Encl: Annexure 1: Benefits and Gross Salary 

         Annexure 2: List of TCS Xperience Centres   

         Annexure 3: Confidentiality and IP Terms   

 

 

 

 

 

 

 

 

Click here  or use a QR code scanner from your mobile 

to validate the offer letter 
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 GROSS SALARY SHEET Annexure 1 

Name Piyush  Pratyay 

Designation Assistant (Asse) 

Institute 

Name 
College Of Commerce, Patna 

Table 1: Compensation Details (All Components in INR) 

Component Category Monthly Annual 

1) Fixed Compensation   
  

Bouquet Of Benefits #         4,999        59,984 

2) Performance Pay 
  

Monthly Performance Pay         1,400        16,800 

3) Annual Components/Retirals 
  

Health Insurance*** NA         4,000 

Provident Fund         1,117        13,404 

Gratuity           447         5,373 

ESI Contribution## NA         6,204 

Total of Annual Components & Retirals         1,565        22,777 

4) City Allowance           200         2,400 

TOTAL GROSS        17,472      2,19,862 
# Refer to Table 2 for TCSL defined Structure. In case, you wish not to restructure your BoB, TCSL 

defined Structure as given in Table 2 will be applicable. 

##Contribution towards Employees' State Insurance borne by TCS. 

*** For HIS - Note that Rs.4,000 if the employee is Single. If the employee is married or married with Children then 

Rs. 3,900/- per beneficiary needs to be added to the above mentioned amount. 

Table 2: TCSL defined structure for BoB (All Components in INR) 

Component Category Monthly Annual 

House Rent Allowance         3,723        44,676 

Leave Travel Assistance           776         9,308 

Food Card           500         6,000 

GROSS BOUQUET OF BENEFITS         4,999        59,984 
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Annexure 2 
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Annexure 3 

Confidentiality and IP Terms and Conditions  

1.  Confidential Information 

"Confidential Information" shall mean all Inventions and Know-how, information and material 

of TCS (including for avoidance of doubt any Confidential Information of its Clients) that 

comes into the possession or know of the Associate and shall include the following:  

(a) Any and all information processing programs, software, properties, items, information, 

data, material or any nature whatsoever or any parts thereof, additions thereto and 

materials related thereto, produced or created at any time by TCS or the Associate in the 

course of or in connection with or arising out of the Associate's association with TCS. 

Program/Software shall mean source code and/or machine instructions wherever 

resident and on whatever media and all related documentation and software,  

(b) All other information and material of TCS relating to design, method of construction, 

manufacture, operation, specifications, use and services of the TCS equipment and 

components, including, but not limited to, engineering and laboratory notebooks, reports, 

process data, test data, performance data, inventions, trade secrets, systems, software, 

object codes, source codes, copyrighted matters, methods, drawings, computations, 

calculations, computer programs, narrations, flow charts and all documentation therefore 

and all copies thereof (including for avoidance of doubt any such material belonging to 

the Clients of TCS).  

(c) Corporate strategies and other confidential and proprietary material and information, 

which could cause competitive harm to TCS if disclosed,  

(d) Customer and prospective customer lists, and  

(e) All other information and material, which may be created, developed, conceived, 

gathered or collected or obtained by the Associate in the course of or arising out of the 

association with TCS or while in or in connection with or for the purposes of his/her 

association with TCS or any of the operations and entrusted by TCS to the Associate.  

2.  Associate's Obligations 

Associate agrees to treat the Confidential Information as strictly confidential and a trade 

secret of TCS. Associate agrees not to use, or cause to be used, or disclose or divulge or 

part with either directly or indirectly the Confidential Information for the benefit of or to any 

third parties except for or on behalf of or as directed or authorized by TCS or to a person 

having a valid contract with or need under TCS, any Confidential Information. Upon 
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termination of employment, the Associate agrees to surrender to TCS all Confidential 

Information that he or she may then possess or have under his or her control.  

3.  Intellectual Property Rights 

Associate agrees and confirms that all intellectual property rights in the Confidential 

Information shall at all times vest in and remain with or belong to TCS and Associate shall 

have no right title or claim of any nature whatsoever in the Confidential Information. Associate 

shall promptly disclose to an authorized officer of TCS all inventions, ideas, innovations, 

discoveries, improvements, suggestions, or reports and enhancements made, created, 

developed, conceived or devised by him or her arising out of his or her engagement with 

TCS, including in the course of provision of services to the Clients of TCS and Associate 

hereby agrees and confirms that all such intellectual property rights shall at all times vest in 

and remain vested in TCS and agrees to transfer and assign to TCS any interests Associate 

may have in such intellectual property rights including any interest in and to any domestic or 

foreign patent rights, trademarks, trade names copyrights and trade secret rights therein and 

any renewals thereof. On request of TCS, Associate shall execute from time to time, during 

or after the termination of his or her employment, such further instruments, including without 

limitations, applications for letters of patent, trademarks, trade names and copyrights or 

assignments thereof, as may be deemed necessary or desirable by TCS to perfect the title 

of TCS in the intellectual property rights and to effectuate the provisions hereof. All expenses 

of filling or prosecuting any application for patents, trademarks, trade names, or copyrights 

shall be borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting 

any such applications. Associate hereby expressly waives any "artist's rights" or "moral 

rights", which Associate might otherwise have in such intellectual property rights.  

4.  Prior knowledge 

Associate acknowledges that prior to his or her appointment by TCS, he or she had no 

knowledge of the Confidential Information of TCS and that such Confidential Information is 

of a confidential and secret character and is vital to the continued success of TCS's 

business. Associate further acknowledges that he or she is associated with TCS in a 

capacity in which he or she will become acquainted with all or part of such Confidential 

Information. In order to safeguard the legitimate interests of TCS in such Confidential 

Information, it is necessary for TCS to protect such Confidential Information by holding it 

secret and confidential.  
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5.   Use of third party material 

Associate expressly agrees that it shall not in the course of his or her association with TCS 

and while working on the premises or facilities of TCS or its Clients or in connection with the 

development of any intellectual property rights or work for or on behalf of TCS, use any third 

party material or intellectual property rights except those intellectual property rights provided 

by TCS or expressly authorised by TCS or without having proper authorisation or license or 

approval of the respective owner of such intellectual property rights.  

6. Security policies and Guidelines. 

Associate agrees to abide by and be bound by any and all policies, documents, guidelines 

and processes including IP, Security and Confidentiality of TCS in force from time to time 

whether expressly endorsed or not.  

7. Working in SBWS Framework: 

Associate may be required to work in TCS offices or its Client premises or from home (remote 

working) as per the directions of supervisor and / or the provisions of the applicable policy.  

Associate understands that working in this hybrid environment may have higher 

confidentiality and information security risks. Associate acknowledges that when working 

remotely the Associate:  

(a) will work only in a private, secured work area in compliance with the guidelines issued 

and amended from time to time.  

(b) will comply with and work in a manner consistent with TCS Data Privacy and Security 

Policies/Protocols.  

(c) will bring to the notice of HR of the Unit to any circumstances that prevent Associate from 

working in a manner consistent with TCS data privacy and security policies/ protocols.  

(d) will inform the HR of the Unit if the Associate shares a home with any family member or 

an individual who is employed by a competitor of TCS or TCS client the Associate is 

assigned to, or if any other circumstances at home exist which implicates the TCS Code 

of Conduct Conflict of Interest provision.  

(e) will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure 

obligations.  
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(f) will be using the Company allotted laptop or similar authorized computing device (together 

called "official asset") only to connect to TCS network/customer network through 

authorized means (or the Customer provided laptop to access the customer network if 

so, mandated by the Customer).  

(g) will not allow anybody to share the official asset being used.  

8.  Restriction on Associate's Rights 

Associate agrees that he or she shall not make, have made, replicate, reproduce, use, sell, 

incorporate or otherwise exploit, for his or her own use or for any other purpose, any of the 

Confidential Information including intellectual properties of TCS that is or may be revealed to 

him or her by TCS or which may in the course of his or her employment with TCS come into 

his or her possession or knowledge unless specifically authorized to do so in writing by TCS.  

9.  No License 

TCS and Associate agree that no license under any patent or copyright now existing or 

hereafter obtained by TCS is granted, agreed to be granted, or implied by the terms of this 

Agreement, or by the disclosure to Associate of the Confidential Information.  

10.  Equitable Rights 

Associate acknowledges that any Confidential Information that comes into the possession 

and / or knowledge of Associate is of a unique, highly confidential and proprietary nature. It 

is further acknowledged by Associate that the disclosure, distribution, dissemination and / or 

release by Associate of the Confidential Information without the prior written consent of TCS 

or any breach of this Agreement by Associate will cause TCS to suffer severe, immediate 

and irreparable damage and that upon any such breach or any threat thereof, TCS shall 

without prejudice to any other remedies available to it, be entitled to appropriate equitable 

relief including the relief of specific performance and injunctive relief, in addition to whatever 

remedies it might have at law.  

11.  General 

(a) The provisions hereof shall be interpreted, determined and enforced in accordance with 

the laws of India.  

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 

herein contained or may claim or liability of any party including that of surety, the same shall 

be referred to a person to be nominated by TCS, whose decision shall be final and binding 

upon the parties hereto. Subject to the above, the arbitration shall be governed by the 

Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 

Associate confirms that the fact that the arbitrator shall be a nominee of TCS shall not be a 

ground for objecting to such arbitration or challenging the decision of the arbitrator. The 
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venue of arbitration shall be Mumbai. Subject to the above arbitration clause, the Parties 

agreed to the binding jurisdiction of the Courts at Mumbai under the laws of India.  

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing law, 

it shall be deemed null and void without annulling or rendering invalid the remainder of the 

Agreement and if the invalid portion is such that the remainder cannot be sustained without 

it, the Parties herein shall find a suitable replacement to the invalid portion that shall be legally 

valid.  

(d) This Confidentiality clause along with other documents executed by Associate or 

referenced in any such documents constitutes the entire understanding between the parties 

and supersedes all prior agreements and understandings pertaining to the subject matter 

thereof. No delay of omission of either Party in exercising or enforcing any of their rights or 

remedies hereunder shall constitute a waiver thereof.  

(e) This Confidentiality clause may not be amended except in writing signed by authorized 

representatives of both parties.  

(f) The obligations of Associate in terms of this Confidentiality clause shall continue during 

the term of or in the course of the employment of the Associate with TCS and shall continue 

thereafter in perpetuity.  



Provisional Offer : BUSINESS PROCESS SERVICES
Ref: TCSL/DT20218755446/Kolkata/BPS/BTN
Date:27/07/2023

Dear Ms.  Prerna  Kumari,

Sub: Letter of Provisional Offer and Terms of Employment.

Thank you for exploring opportunities with Tata Consultancy Services Limited(TCSL). You have 
successfully completed our initial selection process and we are pleased to make you a provisional 
offer of Traineeship. 

You have been selected for a twelve month traineeship program at grade BPOS. You will receive a 
fixed monthly stipend during your internship. Your stipend amount will be decided on the basis of 
joining location and the process in which you will get allocation. The same will be communicated to 
you along with the detailed offer letter. 

Kindly confirm your acceptance on the traineeship offered by signing Annexure 1. If not accepted 
within 30 days of receipt, this offer of traineeship is liable to lapse at the discretion of the Company. 

This is a provisional offer of traineeship and should not be construed as an Offer of Employment 
from TCSL. A detailed offer of traineeship will follow within 7 days from completion of all 
documentation formalities and your aforesaid acceptance on this provisional offer. The Offer of 
traineeship will be made to you provided this - opportunity continues to be available with TCSL. 

Your traineeship with TCS is subject to your being declared medically fit and retaining that fitness 
during the tenure in the company and your Background / Reference check being favourable and 
acceptable to the Company. 

On joining and successful completion of all Joining formalities including the back ground verification, 
you will be issued a Letter of Appointment by TCSL. 

Your appointment will be governed by the policies, rules, regulations, practices, processes and 
procedures of TCSL as applicable to you and the changes therein from time to time. 

1Private and Confidential
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Please also note, TCS BPS provides company transport facility within a pre-defined radius for each 
location as defined in the company transport policy. Those living beyond these boundaries would be 
required to make their own arrangements to reach the nearest location convenient to them from 
where they can be picked up or dropped. 

Yours Sincerely, 

For Tata Consultancy Services Limited. 

2Private and Confidential
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Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click Here or use a QR code scanner from your

mobile to validate the offer letter

ANNEXURE 1

For the candidate to complete:

This is to confirm that I have received & hereby accept the Provisional Letter of Traineeship Ref 
No TCSL/DT20218755446/Kolkata/BPS/BTN on ________________(DD/MMM/YYYY).

Signature:

Name:

Date:

https://nextstep.tcs.com/campus?displayPage=pol_verf&authKey=36xUL9L8FUFFbbLii08i8F88i68iF3FF9UpZ4444iL8i46440iqT93pZ8U88TZ6TTF6TL6L83Zx


Offer: BUSINESS PROCESS SERVICES
Ref: TCSL/DT20223615738/Kolkata/BPS/BTN
Date: 04/08/2023

Ms. Prity  Sinha
Aadarsh Colony Block -B House No. 18
Ram Krishna Nagar
Patna
Patna-800027
Bihar
Tel# -7004603828

Dear Ms. Prity  Sinha,

Sub: Letter of Offer and Terms of Traineeship

Thank you for exploring training opportunities with Tata Consultancy Services Limited(TCSL). You have successfully 
completed our initial selection process and we are pleased to make you an offer as "Trainee BPS" for a period of 12 
months. During this period you will be paid a stipend of Rs. 10,250/- per month.You will be engaged as a Trainee / 
Apprentice under the model / certified Standing Orders (as the case may be) applicable to you. 

Kindly confirm your acceptance of this traineeship by proposing your date of joining and signing Annexure 1. If not 
accepted within 7 days of receipt, this offer is liable to lapse at the discretion of the Company. You may handover your 
acceptance letter to the HR Officer/ Induction Officer at any of our offices. 

After you accept this letter of traineeship and clear the medical check-up, and background check you will be given a 
letter of appointment as a trainee indicating the details of your joining date and initial place of posting after completing 
joining formalities as per company policy. 

TCS decision of releasing the Offer of Traineeship and allowing you to join the organization before completion of your 
final Graduation examination which has been uncertainly delayed owing to COVID-19 Pandemic, shall not be 
construed as a waiver of the condition specified in the Terms of Traineeship under clause 'Pre-requisites of 
Traineeship'. The status of your Graduation completion will be reviewed periodically. The Management reserves the 
right to revoke this Offer of Traineeship if it is later established that you could not successfully complete your 
Graduation without any pending arrears/backlogs. 
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OTHER BENEFITS

1. Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependents under the company's Health 
Insurance Scheme (HIS). You are automatically covered under a default HIS Plan. 

You have the flexibility to choose a plan which is higher than the existing default plan, by paying the applicable 
additional premium plus Service Tax, in which case the below benefits can be availed: 

a) Domiciliary Cover: This is a provision to cover the cost incurred towards any domiciliary treatment up to a 
specified limit for each insured person per annum. 

b) Base Cover: This is a provision to cover the cost incurred on hospitalization treatments up to a specified limit for 
each insured person per annum. 

c) Floater Cover: This benefit covers the hospitalization expenses incurred over and above the basic 
hospitalization cover limit. This is a family floater cover for you and your enrolled dependents. 

The total premium is split between Base Cover and Floater Cover Premium as per the plan applicable. 

i. Base Cover Premium: Towards Domiciliary and Base cover for self, spouse and up to three children is entirely 
borne by TCSL , provided these members are explicitly enrolled by you under the scheme. Additionally, if you 
wish to cover dependent parents/parents-in-law or remaining children, the applicable premium per insured person 
is to be borne by you. 

ii. Floater Cover Premium: Towards Floater cover is to be borne by you. 

*Note: The above Health Insurance Scheme is subject to revision. The policy changes if any, in future, will prevail 
. For further details, please refer to the policy document 

2. Professional Memberships:
You will be eligible for reimbursement of expenses towards professional membership as per TCSL 's policy. 

3. Social Security - Employees' State Insurance:
The company will contribute 3.25% of your stipend or such amount as determined by law towards ESI
contribution till you remain covered under Employee's State Insurance Act, 1948.

4. Compensation Benefits under ESI Act / Employees' Compensation Act:
If you are covered under Employees State Insurance Act (ESI Act), 1948 you are entitled to claim the benefits in 
the event of accidental injury resulting into death or disablement arising out of and in the course of employment, 
from Employees' State Insurance Corporation. 

If you are out of the purview of ESI Act, you will be eligible for compensation benefit in the event of death / 
disablement arising out of and in the course of employment as per the benefits under the Company's Afterlife 
Benefit Policy / Personal accident insurance scheme, whichever is applicable. For more details on this, refer TCS 
India policy - Afterlife Benefits and TCS India policy - Health Insurance after joining the organization. 

* Inclusion or exclusion of an employee under 'Employee State Insurance Corporation' is as defined as per the 
ESIC Act 

5. Night Shift Stipend:
Trainees assigned to night shifts for training would be eligible for a Night Shift Stipend of Rs. 200/- per shift 
as per the company policy. 
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6. Process Specific Stipend:
Based on your allocation, to a process and on account of the process complexity involved, you may be eligible for 
additional process specific stipend, as defined by the Company. 

TERMS OF TRAINEESHIP

1. Traineeship Pre-requisites
Your appointment as a Trainee / Apprentice under the model / certified Standing Order will be subject to 
successful completion of your graduation examination without any pending arrears / back logs during the entire 
course duration. 

It is clearly understood, agreed and made abundantly clear that in case you do not successfully clear your 
graduation your traineeship with TCSL will be discontinued without any notice or notice pay 

It is mandatory to declare the gaps / arrears / back log, if any, during your academics and work experience. The 
management reserves the right to withdraw/revoke the offer of traineeship at any time at its sole discretion in case 
of any discrepancy or false information is found in the details submitted by you. 

2. Traineeship Period:
During the period of your training of 12 months, you may be required to undergo classroom and on the job 
training. During this period, you may be appraised to evaluate your performance and if your performance is found 
to be satisfactory, you may be absorbed / appointed in the regular employment of the Company at its sole 
discretion. 

It is hereby specifically clarified that the Company is under no obligation whatsoever to absorb / appoint you on 
regular basis upon successful completion of your training period of 12 months. You shall not be deemed to have 
been absorbed / appointed in the regular employment of the company, unless & until you receive a written 
communication in this regard from the Company. 

If your performance is found unsatisfactory, TCSL may terminate your traineeship forthwith by giving you 30 
calendar days' notice in writing or payment of stipend for 30 calendar days in lieu thereof. 

If you remain on unauthorized absence for a consecutive period of 3 days during the training programme without 
authorisation or intimation, a presumption shall arise that you have abandoned your traineeship and the company 
shall be entitled to disqualify and disentitle you forthwith for any further training and your name is liable to be 
automatically stand discontinued from the list of ILP trainees without any further intimation / separate 
communication to you. 

3. Hours of Training:
You may be required to undergo training in shifts and / or in extended training hours as permitted by law. 

4. Leave:
You will be entitled for leaves as per the company's policy. 

5. Transport:
TCS BPS provides company transport facility within a pre-defined radius for each location as defined in the 
company transport policy. TCS employees living beyond these boundaries would be required to make their own 
arrangements and the routes are predetermined and not permitted to be varied under any circumstances. The 
company will make appropriate provisions for those working in night shift as permitted by law/ policy. 
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6. Alternative Occupation / Traineeship:
During the period of your traineeship at TCSL , you are not permitted to undertake any other traineeship, 
employment, business, assume any public or private office, honorary or remunerative, without the prior written 
permission of the company. 

7. Confidentiality, Data and Intellectual Property Protection:
As part of the joining formalities, you are required to sign a Confidentiality, Data and IP Protection Terms, which 
aims to protect the intellectual property rights and business information of TCSL and its clients. The detailed 
Confidentiality, Data and IP Protection related terms and conditions are set out in Annexure 2 

8. Work in SBWS mode:
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model framework that allows 
seamless deployment of virtual workspaces in a secure manner that enables flexible working options aligned to its 
business objectives. You may be required to work either from TCS offices/TCS Client offices or from home 
(remote working) as per the requirements of the project or group you are assigned to work with and as 
communicated to you by the Unit HR or your supervisor. You are required to abide by the Policy and / or 
Guidelines issued by TCS from time to time while operating within this framework. For more details, please refer 
the Policy / Guideline document on Remote Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such flexible working and ensure 
adherence to TCS Security Policies/Protocols and Confidentiality obligations at all times. 

9. TATA Code of Conduct:
You are required to sign the TATA Code of Conduct and follow the same in your day to day conduct as a trainee 
of TCSL . 

10.  Notice Period:
You will have to give at least 30 calendar days' prior notice in writing before discontinuing your traineeship with the 
Company. The Company may discontinue your traineeship by giving you 30 calendar days' notice in writing or 
payment of stipend for 30 days in lieu thereof. 

11.  Medical Test:
You are required to undergo a pre-Traineeship medical check-up and obtain a fitness certificate from the 
registered medical practitioner/Doctor. This is a pre-condition for Traineeship. Please collect the medical check-up 
authorization letter from the company HR executive, at the time of submitting your written acceptance of this offer. 
To verify your identification, we request you to carry a photograph and a photo identification document issued by 
government like passport, PAN card, Election Card, Driving License etc. If you are a campus recruit, you may 
produce your current educational institute`s photo identification card in the absence of government photo 
identification document. 

Retention of reasonable medical fitness is also a condition of Traineeship. The company also reserves the right to 
get yourself examined by a doctor at any time during your Traineeship and futher employment(if absorbed in 
Regular Employment) to ascertain your medical fitness. The opinion of the doctor appointed by the company shall 
be final and binding on both parties. Your failure, refusal or inability to appear for such medical examination will 
result in the determination of your Traineeship or Employment as the case may be without any notice or notice 
pay in lieu of notice. 

Your Traineeship or further Employment (if absorbed in Regular Employment) is liable to be discontinued / 
terminated on account of your continued ill health or if you are found to be medically unfit for the job as may be 
certified by the company's doctor. 

12. Background Check:
Your traineeship will be subject to a background check in line with the Company's background check policy. A 
specially appointed agency will conduct internal and external background checks. Normally, such checks are 
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completed within one month of joining. If the background checks are unfavorable or at a variance with your own 
declarations, your traineeship will be discontinued without any notice. 

13. Submission of Documents:
At the time of your joining traineeship, photocopy of the following documents should be submitted. Please carry 
the original copies for verification. 

- Standard X and XII Mark sheets equivalent
- Degree certificate and mark sheets for all semesters
- Postgraduate degree certificate and mark sheets for all semesters (if you are a Post-graduate)
- Birth Certificate / Proof of Age
- Passport
- 6 photographs - passport size
- An affidavit / notarised undertaking that there is no criminal offence registered/pending against you.
Your original documents will be returned to you after verification. 

14. Initial Learning Programme (ILP)
On joining TCSL as Trainee, you will be given the benefit of formal & on the job training ("Initial Learning 
Programme") at the location, as identified, for such a period as TCSL may decide. The said training 
programme forms a critical part of your traineeship and is an ongoing process. TCSL continues to make 
investment on training and development of its trainees. This will be of immense value to you and a large part of 
ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing process and a formal 
evaluation will be carried out during the training. We would request that the training be taken very seriously to 
enable you to add maximum value to your professional and personal growth. 

15. Letter of Appointment
Your will be issued a letter of appointment on your joining and after completing joining formalities as per 
TCSL policy 

16. Personal Data Processing:
Your personal data collected and developed during recruitment process will be processed in accordance with the 
TCS Data Privacy Policy. The personal data referred therein are details related to contact, family, education, 
personal identifiers issued by government, social profile, background references, previous employment and 
experience, medical history, skillset, proficiency and certifications, job profile and your career aspirations. 

It will be processed for various organizational purposes such as recruitment, onboarding, background check, 
project assignment, performance management, job rotation, career development including at leadership level, 
diversity and inclusion initiatives, global mobility, wellness program, statutory and legal requirements and specific 
organizational initiatives in force during your tenure in TCS. 

After you join TCS, there would be more sets of Personal Information (PI) attributes processed for various 
legitimate purposes. All of it will be processed with compliance to applicable laws and the TCS Data Privacy 
Policy. In some scenarios of your PI processing, you will be provided with appropriate notice and/or explicit 
consent might be obtained from time to time. 

For the purposes mentioned above, your required PI may be shared with specific vendor organizations who 
provide services to TCS, e.g. background check, health insurance, counselling, travel, transport and visa, payroll 
services, associate engagement activities, and financial and taxation services. 

As TCS is a global company, your PI may be shared with entities outside India, limited for the purposes mentioned 
above and/or in this offer letter. 
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In case of oversees deputation, available privacy rights would be governed as per regulatory provisions and / or 
TCS policies/notice provided applicable at your overseas location. 

17. Terms and conditions:
The above terms and conditions of traineeship are specific to your traineeship period in India. 

18. Rules and Regulations of the Company:
Your traineeship will be governed by the policies, rules, regulations, practices, processes and procedures of the 
Company as applicable to you and the changes therein from time to time. 

19. Compliance to all clauses:
You will be required to fulfill all the terms and conditions mentioned in this letter of offer of traineeship. Any failure 
to fulfill any term and /or condition and/or failure to clear any test successfully would entitle TCSL in 
withdrawing this letter of traineeship at its sole discretion. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not interested in the 
Traineeship and this offer will be automatically withdrawn. Post acceptance of TCSL offer letter if you fail to join on 
the date provided in the TCSL joining letter, the offer will stand automatically terminated at the sole discretion of 
TCSL . 

We look forward to having you in our global team. 

Yours Sincerely, 

For Tata Consultancy Services Limited. 
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Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click Here or use a QR code scanner from your

mobile to validate the offer letter

Encl: Annexure 1: Acceptance
        Annexure 2: Confidentiality, Data and Intellectual Property Protection Terms

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=3pxUTb6T3LxUL4L8iU8i96pZ9ipZbFLiL9L8T96TLTL8pbpFUZ4U8688pTpF0LqTZqFZpTpFZqF


ANNEXURE 1

For the candidate to complete:

This is to confirm that I have received the letter of offer and Terms of Traineeship ref No   
TCSL/DT20223615738/Kolkata/BPS/BTN on _____________ (MMM/DD/YYYY).   
I hereby accept this Offer and intend to join traineeship on:

Signature:

Name:
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Annexure 2

                                   Confidentiality, Data and Intellectual Property Protection Terms

1. Confidential Information
"Conf ident ia l  Informat ion" shal l  mean al l  Invent ions and Know-how, informat ion and mater ia l  
of TCS and its subsidiaries as applicable (Collectively termed as TCS) (including for avoidance of doubt any 
Confidential Information of its Clients) that comes into the possession or know of the Associate and shall include 
the following: 

(a) Any and all information processing programs, software, properties, items, information, data, material or any 
nature whatsoever or any parts thereof, additions thereto and materials related thereto, produced or created at 
any time by TCS or the Associate in the course of or in connection with or arising out of the Associate's 
association with TCS. Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, manufacture, operation, 
specifications, use and services of the TCS equipment and components, including, but not limited to, engineering 
and laboratory notebooks, reports, process data, test data, performance data, inventions, trade secrets, systems, 
software, object codes, source codes, copyrighted matters, methods, drawings, computations, calculations, 
computer programs, narrations, flow charts and all documentation therefore and all copies thereof (including for 
avoidance of doubt any such material belonging to the Clients of TCS) 

(c) Corporate strategies and other confidential and proprietary material and information, which could cause 
competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, gathered or collected or 
obtained by the Associate in the course of or arising out of the association with TCS or while in or in connection 
with or for the purposes of his/her association with TCS or any of the operations and entrusted by TCS to the 
Associate. 

2. Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade secret of TCS. Associate 
agrees not to use, or cause to be used, or disclose or divulge or part with either directly or indirectly any 
Confidential Information for the benefit of or to any third parties except for or on behalf of or as directed or 
authorized by TCS or to a person having a valid contract with TCS . Upon termination of employment, the 
Associate agrees to surrender to TCS all Confidential Information that he or she may then possess or have under 
his or her control. 

3. Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential Information shall at all times 
vest in and remain with or belong to TCS and Associate shall have no right title or claim of any nature whatsoever 
in the Confidential Information. Associate shall promptly disclose to an authorized officer of TCS all inventions, 
ideas, innovations, discoveries, improvements, suggestions, or reports and enhancements made, created, 
developed, conceived or devised by him or her arising out of his or her engagement with TCS, including in the 
course of provision of services to the Clients of TCS and Associate hereby agrees and confirms that all such 
intellectual property rights shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any interest in and to any 
domestic or foreign patent rights, trademarks, trade names copyrights and trade secret rights therein and any 
renewals thereof. On request of TCS, Associate shall execute from time to time, during or after the termination of 
his or her employment, such further instruments, including without limitations, applications for letters of patent, 
trademarks, trade names and copyrights or assignments thereof, as may be deemed necessary or desirable by 
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TCS to perfect the title of TCS in the intellectual property rights and to effectuate the provisions hereof. All 
expenses of filling or prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any such applications. Associate 
hereby expressly waives any "artist's rights" or "moral rights", which Associate might otherwise have in such 
intellectual property rights. 

4. Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no knowledge of the 
Confidential Information of TCS and that such Confidential Information is of a confidential and secret character 
and is vital to the continued success of TCS's business. Associate further acknowledges that he or she is 
associated with TCS in a capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential Information, it is necessary 
for TCS to protect such Confidential Information by holding it secret and confidential. 

5. Use of third party material
Associate expressly agrees that Associate shall not in the course of his or her association with TCS and while 
working on the premises or facilities of TCS or its Clients or in connection with the development of any intellectual 
property rights or work for or on behalf of TCS; 

a) use any third party material or intellectual property rights except those intellectual property rights provided by 
TCS or expressly authorised by TCS or without having proper authorisation or license or approval of the 
respective owner of such intellectual property rights. 

b) Participate in any activity for creation (including conception, design, development, testing, implementation, 
support or marketing) of any Intellectual Property for or on behalf of TCS or its affiliates if Associate has been 
exposed, directly or indirectly, to any Third Party IP which is in the same subject area (such as research area, 
technology or application area) as, or which is same or similar to, the Intellectual Property or any portion thereof, 
to be so created, unless; 

i) Associate has expressly declared to TCS in a prescribed form whether such exposure was owing to publically 
available information or under and subject to any agreement; AND 

ii) TCS has expressly confirmed to the Associate that TCS has proper authorization or license or approval of the 
respective owner of such Third Party IP to use the same in Intellectual Property or portion thereof to be created 
and authorized in writing Associate's participation in such activity. 

c) knowingly access, make reference to or use any Third Party IP (except as permitted under Section 5(a), 
directly or indirectly, during the period of association with the creation (conception, design, development, testing, 
implementation, support or marketing) of TCS Intellectual Property or portion thereof, which is in the same subject 
area of TCS Intellectual Property or which is same or similar to such TCS Intellectual Property or portion thereof 
being created. In case, Associate access or is exposed to any such Third Party IP during such association, 
Associate shall promptly bring it to the notice of TCS IP asset owner or TCS project manager in writing and 
immediately cease to participate in any such activity 

6. Security policies and Guidelines.
6.1 Associate agrees to abide by and be bound by any and all policies, documents, guidelines and processes 
including IP, Information Security and Confidentiality of TCS in force from time to time whether expressly 
endorsed or not. 

6.2 Associate acknowledge and agree that in the course of, and as a result of his/her engagement with TCS, 
Associate will have access to, obtain or come across personal data or information of other TCS Associates or 
Clients, including without limitation, sensitive personal data or information (collectively "Personal Data and 
Information") within the meaning of the applicable Indian Law and Rules or any other applicable Law, directive or 
regulation anywhere in the world. In respect of any such Personal Data and Information accessed, obtained, 
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acquired or processed by Associate for and on behalf of TCS, its affiliates or Clients, Associate undertake that 
he/she will: 

(a) process the Personal Data and Information only on behalf of TCS, its Affiliates or Clients, as the case may be, 
and only on and in accordance with instructions received from the data controller from time to time; 

(b) abide by such technical and organizational measures necessary to prevent the accidental or 
unlawful destruction or accidental loss, alteration, un-authorized disclosure or access to the Personal Data and 
Information; 

(c) promptly (and in any event within 24 hours of awareness) bring to notice of TCS or its Affiliates, as the case 
may be, of any actual or suspected incident of unauthorized or accidental disclosure of, or access to, the Personal 
Data and Information or other breach of this section (a "Security Breach"); 

(d) promptly provide TCS with all information in Associate's notice, possession or control concerning any Security 
Breach and not make any public announcement regarding a Security Breach without TCS's prior written consent; 

(e) not do, or omit to do, anything, which would cause TCS or any of its employees, officers or agents to be in 
breach of its obligations under any privacy or data protection policy, regulation or legislation; 

(f) upon expiry or termination of Associate's engagement with TCS, return all copies of the Personal Data and 
Information to TCS in Associate's possession or control; and 

(g) promptly bring to TCS notice of any request received from a data subject to have access to his/her Personal 
Data and Information or of any other communication relating to the access, use or processing of any Personal 
Data and Information (including any notice from the regulatory body) and fully co-operate and assist TCS in 
relation to any such request or communication. 

6.3 Associate expressly consent that TCS and/or its affiliates may collect, use, transfer, retain or otherwise 
process Associate's Personal Data and Information in connection with his/her engagement with TCS, in 
accordance with the then / current TCS policies and procedures and applicable privacy and data protection 
legislation. TCS may use third party services or sub-contractors to collect or otherwise process Associate's 
Personal Data and Information for which TCS shall remain responsible for such third party services provider or 
sub-contractor's compliance with TCS's obligations hereunder. 

7. Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client's premises or from home (remote working) as per 
the directions of supervisor and / or the provisions of the applicable policy. 

Associate understands that working in this hybrid environment may have higher confidentiality and information 
security risks. Associate acknowledges that when working remotely the Associate: 

a) Will work only in a private, secured work area in compliance with the guidelines issued and amended from time 
to time. 

b) Will comply with and work in a manner consistent with TCS Data Privacy and Security Policies/Protocols. 

c) Will bring to the notice of HR of the Unit to any circumstances that prevent Associate from working in a manner 
consistent with TCS data privacy and security policies/ protocols. 

d) Will inform the HR of the Unit if the Associate shares a home with any family member or an individual who is 
employed by a competitor of TCS or TCS client the Associate is assigned to, or if any other circumstances at 
home exist which implicates the TCS Code of Conduct Conflict of Interest provision. 
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e) Will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure obligations. 

f) Will be using the Company allotted laptop or similar authorized computing device (together called "official 
asset") only to connect to TCS network/customer network through authorized means (or the Customer provided 
laptop to access the customer network if so, mandated by the Customer). 

g) Will not allow anybody to share the official asset being used. 

8. Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, sell, incorporate or 
otherwise exploit, for his or her own use or for any other purpose, any of the Confidential Information including 
intellectual properties of TCS that is or may be revealed to him or her by TCS or which may in the course of his or 
her employment with TCS come into his or her possession or knowledge unless specifically authorized to do so in 
writing by TCS. 

9. No License
TCS and Associate agree that no license under any patent or copyright now existing or hereafter obtained by TCS 
is granted, agreed to be granted, or implied by the terms of this Agreement, or by the disclosure to Associate of 
the Confidential Information. 

10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession and / or knowledge of 
Associate is of a unique, highly confidential and proprietary nature. It is further acknowledged by Associate that 
the disclosure, distribution, dissemination and / or release by Associate of the Confidential Information without the 
prior written consent of TCS or any breach of the Confidentiality, Data and IP Protection Terms by Associate will 
cause TCS to suffer severe, immediate and irreparable damage and that upon any such breach or any threat 
thereof, TCS shall without prejudice to any other remedies available to it, be entitled to appropriate equitable relief 
including the relief of specific performance and injunctive relief, in addition to whatever remedies it might have at 
law. 

11.  General
(a)The provisions hereof shall be interpreted, determined and enforced in accordance with the laws of India. 

(b)In the event of any dispute or disagreement over the interpretation of any of the terms herein 
contained or any claim or liability of any party, the same shall be referred to a person to be nominated by TCS, 
whose decision shall be final and binding upon the parties hereto. Subject to the above, the arbitration shall be 
governed by the Arbitration and Conciliation Act, 1996 or any modifications or re-enactment thereof. Associate 
confirms that the fact that the arbitrator shall be a nominee of TCS shall not be a ground for objecting to such 
arbitration or challenging the decision of the arbitrator. The venue of arbitration shall be Mumbai. Subject to the 
above arbitration clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the laws of 
India. 

(c)If any provision hereof shall be found by a judicial tribunal to be contrary to governing law, it shall be deemed 
null and void without annulling or rendering invalid the remainder of the Agreement and if the invalid portion is 
such that the remainder cannot be sustained without it, the Parties herein shall find a suitable replacement to the 
invalid portion that shall be legally valid. 

(d)This Confidentiality, Data and IP Protection Terms along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the parties and supersedes all 
prior agreements and understandings pertaining to the subject matter thereof. No delay of omission of either Party 
in exercising or enforcing any of their rights or remedies hereunder shall constitute a waiver thereof. 

(e)This Confidentiality, Data and IP Protection Terms may not be amended except in writing signed by authorized 
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representatives of both parties. 

(f)The obligations of Associate in terms of this Confidentiality, Data and IP Protection Terms shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall continue thereafter in 
perpetuity. 

Please complete and return these documents to the TCSL HR executive, within 7 days of receiving this 
offer. 

This is to confirm that I have received the Letter of Offer on ________________ . 

I hereby accept this Offer and intend to join service on__________________. 

Name: 

Address: 

Signature: 

Date: 
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Offer: BUSINESS PROCESS SERVICES
Ref: TCSL/DT20234239065/Kolkata/BPS/BTN
Date: 21/08/2023

Mr. Priyanshu  Kumar
45/325
Pakka Kuan Lane
S.D Agarwal Hospital
Patna-800006
Bihar
Tel# -

Dear Mr. Priyanshu  Kumar,

Sub: Letter of Offer and Terms of Traineeship

Thank you for exploring training opportunities with Tata Consultancy Services Limited(TCSL). You have successfully 
completed our initial selection process and we are pleased to make you an offer as "Trainee BPS" for a period of 12 
months. During this period you will be paid a stipend of Rs. 10,660/- per month.You will be engaged as a Trainee / 
Apprentice under the model / certified Standing Orders (as the case may be) applicable to you. 

Kindly confirm your acceptance of this traineeship by proposing your date of joining and signing Annexure 1. If not 
accepted within 7 days of receipt, this offer is liable to lapse at the discretion of the Company. You may handover your 
acceptance letter to the HR Officer/ Induction Officer at any of our offices. 

After you accept this letter of traineeship and clear the medical check-up, and background check you will be given a 
letter of appointment as a trainee indicating the details of your joining date and initial place of posting after completing 
joining formalities as per company policy. 

TCS decision of releasing the Offer of Traineeship and allowing you to join the organization before completion of your 
final Graduation examination which has been uncertainly delayed owing to COVID-19 Pandemic, shall not be 
construed as a waiver of the condition specified in the Terms of Traineeship under clause 'Pre-requisites of 
Traineeship'. The status of your Graduation completion will be reviewed periodically. The Management reserves the 
right to revoke this Offer of Traineeship if it is later established that you could not successfully complete your 
Graduation without any pending arrears/backlogs. 
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OTHER BENEFITS

1. Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependents under the company's Health 
Insurance Scheme (HIS). 

Entitlement - Under this scheme, you and your enrolled dependents will be entitled for Rs. 5, 00,000/- as a family 
cover under the default HIS plan towards hospitalization expenses. 

Premium rates and contribution will be applicable as per the TCS Health Insurance Policy and the amendment 
made therein from time to time. You have the flexibility to choose a plan which is higher than the default HIS plan 
during the permitted window, by paying the applicable additional premium plus taxes. 

*Note: The above Health Insurance Scheme is subject to revision. The policy changes if any, in future, will prevail 
. For further details, please refer to the policy document 

2. Professional Memberships:
You will be eligible for reimbursement of expenses towards professional membership as per TCSL 's policy. 

3. Social Security - Employees' State Insurance:
The company will contribute 3.25% of your stipend or such amount as determined by law towards ESI
contribution till you remain covered under Employee's State Insurance Act, 1948.

4. Compensation Benefits under ESI Act / Employees' Compensation Act:
If you are covered under Employees State Insurance Act (ESI Act), you are entitled to claim the benefits in the 
event of accidental injury resulting into death or disablement arising out of and in the course of employment, from 
Employees' State Insurance Corporation. 

If you are out of the purview of ESI Act, you will be eligible for compensation benefit in the event of disablement 
arising out of and in the course of employment as per applicable Company policy. In the event of death arising out 
of and in the course of employment, your beneficiary will be eligible for compensation as per the Company's 
policy. For more details on this, refer TCS India policy - Afterlife Benefits and TCS India policy - Health Insurance 
after joining the organization. 

* Inclusion or exclusion of an employee under 'Employee State Insurance Corporation' is as defined as per the 
ESIC Act 

5. Night Shift Stipend:
Trainees assigned to night shifts for training would be eligible for a Night Shift Stipend of Rs. 200/- per shift 
as per the company policy. 

6. Process Specific Stipend:
Based on your allocation, to a process and on account of the process complexity involved, you may be eligible for 
additional process specific stipend, as defined by the Company. 

TERMS OF TRAINEESHIP

1. Traineeship Pre-requisites
Your appointment as a Trainee / Apprentice under the model / certified Standing Order will be subject to 
successful completion of your graduation examination without any pending arrears / back logs during the entire 
course duration. 
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It is clearly understood, agreed and made abundantly clear that in case you do not successfully clear your 
graduation your traineeship with TCSL will be discontinued without any notice or notice pay 

It is mandatory to declare the gaps / arrears / back log, if any, during your academics and work experience. The 
management reserves the right to withdraw/revoke the offer of traineeship at any time at its sole discretion in case 
of any discrepancy or false information is found in the details submitted by you. 

2. Traineeship Period:
During the period of your training of 12 months, you may be required to undergo classroom and on the job 
training. During this period, you may be appraised to evaluate your performance and if your performance is found 
to be satisfactory, you may be absorbed / appointed in the regular employment of the Company at its sole 
discretion. 

It is hereby specifically clarified that the Company is under no obligation whatsoever to absorb / appoint you on 
regular basis upon successful completion of your training period of 12 months. You shall not be deemed to have 
been absorbed / appointed in the regular employment of the company, unless & until you receive a written 
communication in this regard from the Company. 

If your performance is found unsatisfactory, TCSL may terminate your traineeship forthwith by giving you 30 
calendar days' notice in writing or payment of stipend for 30 calendar days in lieu thereof. 

If you remain on unauthorized absence for a consecutive period of 3 days during the training programme without 
authorisation or intimation, a presumption shall arise that you have abandoned your traineeship and the company 
shall be entitled to disqualify and disentitle you forthwith for any further training and your name is liable to be 
automatically stand discontinued from the list of ILP trainees without any further intimation / separate 
communication to you. 

3. Hours of Training:
You may be required to undergo training in shifts and / or in extended training hours as permitted by law. 

4. Leave:
You will be entitled for leaves as per the company's policy. 

5. Transport:
TCS BPS provides company transport facility within a pre-defined radius for each location as defined in the 
company transport policy. TCS employees living beyond these boundaries would be required to make their own 
arrangements and the routes are predetermined and not permitted to be varied under any circumstances. The 
company will make appropriate provisions for those working in night shift as permitted by law/ policy. 

6. Alternative Occupation / Traineeship:
During the period of your traineeship at TCSL , you are not permitted to undertake any other traineeship, 
employment, business, assume any public or private office, honorary or remunerative, without the prior written 
permission of the company. 

7. Confidentiality, Data and Intellectual Property Protection:
As part of the joining formalities, you are required to sign a Confidentiality, Data and IP Protection Terms, which 
aims to protect the intellectual property rights and business information of TCSL and its clients. The detailed 
Confidentiality, Data and IP Protection related terms and conditions are set out in Annexure 2 

8. Work in SBWS mode:
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model framework that allows 
seamless deployment of virtual workspaces in a secure manner that enables flexible working options aligned to its 
business objectives. You may be required to work either from TCS offices/TCS Client offices or from home 
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(remote working) as per the requirements of the project or group you are assigned to work with and as 
communicated to you by the Unit HR or your supervisor. You are required to abide by the Policy and / or 
Guidelines issued by TCS from time to time while operating within this framework. For more details, please refer 
the Policy / Guideline document on Remote Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such flexible working and ensure 
adherence to TCS Security Policies/Protocols and Confidentiality obligations at all times. 

9. TATA Code of Conduct:
You are required to sign the TATA Code of Conduct and follow the same in your day to day conduct as a trainee 
of TCSL . 

10.  Notice Period:
You will have to give at least 30 calendar days' prior notice in writing before discontinuing your traineeship with the 
Company. The Company may discontinue your traineeship by giving you 30 calendar days' notice in writing or 
payment of stipend for 30 days in lieu thereof. 

11.  Medical Test:
You are required to undergo a pre-Traineeship medical check-up and obtain a fitness certificate from the 
registered medical practitioner/Doctor. This is a pre-condition for Traineeship. Please collect the medical check-up 
authorization letter from the company HR executive, at the time of submitting your written acceptance of this offer. 
To verify your identification, we request you to carry a photograph and a photo identification document issued by 
government like passport, PAN card, Election Card, Driving License etc. If you are a campus recruit, you may 
produce your current educational institute`s photo identification card in the absence of government photo 
identification document. 

Retention of reasonable medical fitness is also a condition of Traineeship. The company also reserves the right to 
get yourself examined by a doctor at any time during your Traineeship and futher employment(if absorbed in 
Regular Employment) to ascertain your medical fitness. The opinion of the doctor appointed by the company shall 
be final and binding on both parties. Your failure, refusal or inability to appear for such medical examination will 
result in the determination of your Traineeship or Employment as the case may be without any notice or notice 
pay in lieu of notice. 

Your Traineeship or further Employment (if absorbed in Regular Employment) is liable to be discontinued / 
terminated on account of your continued ill health or if you are found to be medically unfit for the job as may be 
certified by the company's doctor. 

12. Background Check:
Your traineeship will be subject to a background check in line with the Company's background check policy. A 
specially appointed agency will conduct internal and external background checks. Normally, such checks are 
completed within one month of joining. If the background checks are unfavorable or at a variance with your own 
declarations, your traineeship will be discontinued without any notice. 

13. Submission of Documents:
At the time of your joining traineeship, photocopy of the following documents should be submitted. Please carry 
the original copies for verification. 

- Standard X and XII Mark sheets equivalent
- Degree certificate and mark sheets for all semesters
- Postgraduate degree certificate and mark sheets for all semesters (if you are a Post-graduate)
- Birth Certificate / Proof of Age
- Passport
- 6 photographs - passport size
- An affidavit / notarised undertaking that there is no criminal offence registered/pending against you.
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Your original documents will be returned to you after verification. 

14. Initial Learning Programme (ILP)
On joining TCSL as Trainee, you will be given the benefit of formal & on the job training ("Initial Learning 
Programme") at the location, as identified, for such a period as TCSL may decide. The said training 
programme forms a critical part of your traineeship and is an ongoing process. TCSL continues to make 
investment on training and development of its trainees. This will be of immense value to you and a large part of 
ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing process and a formal 
evaluation will be carried out during the training. We would request that the training be taken very seriously to 
enable you to add maximum value to your professional and personal growth. 

15. Letter of Appointment
Your will be issued a letter of appointment on your joining and after completing joining formalities as per 
TCSL policy 

16. Personal Data Processing:
Your personal data collected and developed during recruitment process will be processed in accordance with the 
TCS Data Privacy Policy. The personal data referred therein are details related to contact, family, education, 
personal identifiers issued by government, social profile, background references, previous employment and 
experience, medical history, skillset, proficiency and certifications, job profile and your career aspirations. 

It will be processed for various organizational purposes such as recruitment, onboarding, background check, 
project assignment, performance management, job rotation, career development including at leadership level, 
diversity and inclusion initiatives, global mobility, wellness program, statutory and legal requirements and specific 
organizational initiatives in force during your tenure in TCS. 

After you join TCS, there would be more sets of Personal Information (PI) attributes processed for various 
legitimate purposes. All of it will be processed with compliance to applicable laws and the TCS Data Privacy 
Policy. In some scenarios of your PI processing, you will be provided with appropriate notice and/or explicit 
consent might be obtained from time to time. 

For the purposes mentioned above, your required PI may be shared with specific vendor organizations who 
provide services to TCS, e.g. background check, health insurance, counselling, travel, transport and visa, payroll 
services, associate engagement activities, and financial and taxation services. 

As TCS is a global company, your PI may be shared with entities outside India, limited for the purposes mentioned 
above and/or in this offer letter. 

In case of oversees deputation, available privacy rights would be governed as per regulatory provisions and / or 
TCS policies/notice provided applicable at your overseas location. 

17. Terms and conditions:
The above terms and conditions of traineeship are specific to your traineeship period in India. 

18. Rules and Regulations of the Company:
Your traineeship will be governed by the policies, rules, regulations, practices, processes and procedures of the 
Company as applicable to you and the changes therein from time to time. 

19. Compliance to all clauses:
You will be required to fulfill all the terms and conditions mentioned in this letter of offer of traineeship. Any failure 
to fulfill any term and /or condition and/or failure to clear any test successfully would entitle TCSL in 
withdrawing this letter of traineeship at its sole discretion. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not interested in the 
Traineeship and this offer will be automatically withdrawn. Post acceptance of TCSL offer letter if you fail to join on 
the date provided in the TCSL joining letter, the offer will stand automatically terminated at the sole discretion of 
TCSL . 

We look forward to having you in our global team. 

Yours Sincerely, 

For Tata Consultancy Services Limited. 
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Girish V. Nandimath
Global Head, Talent Acquisition & Academic Interface

Click Here or use a QR code scanner from your

mobile to validate the offer letter

Encl: Annexure 1: Acceptance
        Annexure 2: Confidentiality, Data and Intellectual Property Protection Terms

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=L3L8bxLiLqL8x8x48p888688Up4UZ9FZxZx4bTLiqUq6LLL8bTLii98i4p44q6q6Z4FZL0L8898


ANNEXURE 1

For the candidate to complete:

This is to confirm that I have received the letter of offer and Terms of Traineeship ref No   
TCSL/DT20234239065/Kolkata/BPS/BTN on _____________ (MMM/DD/YYYY).   
I hereby accept this Offer and intend to join traineeship on:

Signature:

Name:
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Annexure 2

                                   Confidentiality, Data and Intellectual Property Protection Terms

1. Confidential Information
"Conf ident ia l  Informat ion" shal l  mean al l  Invent ions and Know-how, informat ion and mater ia l  
of TCS and its subsidiaries as applicable (Collectively termed as TCS) (including for avoidance of doubt any 
Confidential Information of its Clients) that comes into the possession or know of the Associate and shall include 
the following: 

(a) Any and all information processing programs, software, properties, items, information, data, material or any 
nature whatsoever or any parts thereof, additions thereto and materials related thereto, produced or created at 
any time by TCS or the Associate in the course of or in connection with or arising out of the Associate's 
association with TCS. Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, manufacture, operation, 
specifications, use and services of the TCS equipment and components, including, but not limited to, engineering 
and laboratory notebooks, reports, process data, test data, performance data, inventions, trade secrets, systems, 
software, object codes, source codes, copyrighted matters, methods, drawings, computations, calculations, 
computer programs, narrations, flow charts and all documentation therefore and all copies thereof (including for 
avoidance of doubt any such material belonging to the Clients of TCS) 

(c) Corporate strategies and other confidential and proprietary material and information, which could cause 
competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, gathered or collected or 
obtained by the Associate in the course of or arising out of the association with TCS or while in or in connection 
with or for the purposes of his/her association with TCS or any of the operations and entrusted by TCS to the 
Associate. 

2. Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade secret of TCS. Associate 
agrees not to use, or cause to be used, or disclose or divulge or part with either directly or indirectly any 
Confidential Information for the benefit of or to any third parties except for or on behalf of or as directed or 
authorized by TCS or to a person having a valid contract with TCS . Upon termination of employment, the 
Associate agrees to surrender to TCS all Confidential Information that he or she may then possess or have under 
his or her control. 

3. Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential Information shall at all times 
vest in and remain with or belong to TCS and Associate shall have no right title or claim of any nature whatsoever 
in the Confidential Information. Associate shall promptly disclose to an authorized officer of TCS all inventions, 
ideas, innovations, discoveries, improvements, suggestions, or reports and enhancements made, created, 
developed, conceived or devised by him or her arising out of his or her engagement with TCS, including in the 
course of provision of services to the Clients of TCS and Associate hereby agrees and confirms that all such 
intellectual property rights shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any interest in and to any 
domestic or foreign patent rights, trademarks, trade names copyrights and trade secret rights therein and any 
renewals thereof. On request of TCS, Associate shall execute from time to time, during or after the termination of 
his or her employment, such further instruments, including without limitations, applications for letters of patent, 
trademarks, trade names and copyrights or assignments thereof, as may be deemed necessary or desirable by 
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TCS to perfect the title of TCS in the intellectual property rights and to effectuate the provisions hereof. All 
expenses of filling or prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any such applications. Associate 
hereby expressly waives any "artist's rights" or "moral rights", which Associate might otherwise have in such 
intellectual property rights. 

4. Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no knowledge of the 
Confidential Information of TCS and that such Confidential Information is of a confidential and secret character 
and is vital to the continued success of TCS's business. Associate further acknowledges that he or she is 
associated with TCS in a capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential Information, it is necessary 
for TCS to protect such Confidential Information by holding it secret and confidential. 

5. Use of third party material
Associate expressly agrees that Associate shall not in the course of his or her association with TCS and while 
working on the premises or facilities of TCS or its Clients or in connection with the development of any intellectual 
property rights or work for or on behalf of TCS; 

a) use any third party material or intellectual property rights except those intellectual property rights provided by 
TCS or expressly authorised by TCS or without having proper authorisation or license or approval of the 
respective owner of such intellectual property rights. 

b) Participate in any activity for creation (including conception, design, development, testing, implementation, 
support or marketing) of any Intellectual Property for or on behalf of TCS or its affiliates if Associate has been 
exposed, directly or indirectly, to any Third Party IP which is in the same subject area (such as research area, 
technology or application area) as, or which is same or similar to, the Intellectual Property or any portion thereof, 
to be so created, unless; 

i) Associate has expressly declared to TCS in a prescribed form whether such exposure was owing to publically 
available information or under and subject to any agreement; AND 

ii) TCS has expressly confirmed to the Associate that TCS has proper authorization or license or approval of the 
respective owner of such Third Party IP to use the same in Intellectual Property or portion thereof to be created 
and authorized in writing Associate's participation in such activity. 

c) knowingly access, make reference to or use any Third Party IP (except as permitted under Section 5(a), 
directly or indirectly, during the period of association with the creation (conception, design, development, testing, 
implementation, support or marketing) of TCS Intellectual Property or portion thereof, which is in the same subject 
area of TCS Intellectual Property or which is same or similar to such TCS Intellectual Property or portion thereof 
being created. In case, Associate access or is exposed to any such Third Party IP during such association, 
Associate shall promptly bring it to the notice of TCS IP asset owner or TCS project manager in writing and 
immediately cease to participate in any such activity 

6. Security policies and Guidelines.
6.1 Associate agrees to abide by and be bound by any and all policies, documents, guidelines and processes 
including IP, Information Security and Confidentiality of TCS in force from time to time whether expressly 
endorsed or not. 

6.2 Associate acknowledge and agree that in the course of, and as a result of his/her engagement with TCS, 
Associate will have access to, obtain or come across personal data or information of other TCS Associates or 
Clients, including without limitation, sensitive personal data or information (collectively "Personal Data and 
Information") within the meaning of the applicable Indian Law and Rules or any other applicable Law, directive or 
regulation anywhere in the world. In respect of any such Personal Data and Information accessed, obtained, 
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acquired or processed by Associate for and on behalf of TCS, its affiliates or Clients, Associate undertake that 
he/she will: 

(a) process the Personal Data and Information only on behalf of TCS, its Affiliates or Clients, as the case may be, 
and only on and in accordance with instructions received from the data controller from time to time; 

(b) abide by such technical and organizational measures necessary to prevent the accidental or 
unlawful destruction or accidental loss, alteration, un-authorized disclosure or access to the Personal Data and 
Information; 

(c) promptly (and in any event within 24 hours of awareness) bring to notice of TCS or its Affiliates, as the case 
may be, of any actual or suspected incident of unauthorized or accidental disclosure of, or access to, the Personal 
Data and Information or other breach of this section (a "Security Breach"); 

(d) promptly provide TCS with all information in Associate's notice, possession or control concerning any Security 
Breach and not make any public announcement regarding a Security Breach without TCS's prior written consent; 

(e) not do, or omit to do, anything, which would cause TCS or any of its employees, officers or agents to be in 
breach of its obligations under any privacy or data protection policy, regulation or legislation; 

(f) upon expiry or termination of Associate's engagement with TCS, return all copies of the Personal Data and 
Information to TCS in Associate's possession or control; and 

(g) promptly bring to TCS notice of any request received from a data subject to have access to his/her Personal 
Data and Information or of any other communication relating to the access, use or processing of any Personal 
Data and Information (including any notice from the regulatory body) and fully co-operate and assist TCS in 
relation to any such request or communication. 

6.3 Associate expressly consent that TCS and/or its affiliates may collect, use, transfer, retain or otherwise 
process Associate's Personal Data and Information in connection with his/her engagement with TCS, in 
accordance with the then / current TCS policies and procedures and applicable privacy and data protection 
legislation. TCS may use third party services or sub-contractors to collect or otherwise process Associate's 
Personal Data and Information for which TCS shall remain responsible for such third party services provider or 
sub-contractor's compliance with TCS's obligations hereunder. 

7. Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client's premises or from home (remote working) as per 
the directions of supervisor and / or the provisions of the applicable policy. 

Associate understands that working in this hybrid environment may have higher confidentiality and information 
security risks. Associate acknowledges that when working remotely the Associate: 

a) Will work only in a private, secured work area in compliance with the guidelines issued and amended from time 
to time. 

b) Will comply with and work in a manner consistent with TCS Data Privacy and Security Policies/Protocols. 

c) Will bring to the notice of HR of the Unit to any circumstances that prevent Associate from working in a manner 
consistent with TCS data privacy and security policies/ protocols. 

d) Will inform the HR of the Unit if the Associate shares a home with any family member or an individual who is 
employed by a competitor of TCS or TCS client the Associate is assigned to, or if any other circumstances at 
home exist which implicates the TCS Code of Conduct Conflict of Interest provision. 
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e) Will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure obligations. 

f) Will be using the Company allotted laptop or similar authorized computing device (together called "official 
asset") only to connect to TCS network/customer network through authorized means (or the Customer provided 
laptop to access the customer network if so, mandated by the Customer). 

g) Will not allow anybody to share the official asset being used. 

8. Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, sell, incorporate or 
otherwise exploit, for his or her own use or for any other purpose, any of the Confidential Information including 
intellectual properties of TCS that is or may be revealed to him or her by TCS or which may in the course of his or 
her employment with TCS come into his or her possession or knowledge unless specifically authorized to do so in 
writing by TCS. 

9. No License
TCS and Associate agree that no license under any patent or copyright now existing or hereafter obtained by TCS 
is granted, agreed to be granted, or implied by the terms of this Agreement, or by the disclosure to Associate of 
the Confidential Information. 

10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession and / or knowledge of 
Associate is of a unique, highly confidential and proprietary nature. It is further acknowledged by Associate that 
the disclosure, distribution, dissemination and / or release by Associate of the Confidential Information without the 
prior written consent of TCS or any breach of the Confidentiality, Data and IP Protection Terms by Associate will 
cause TCS to suffer severe, immediate and irreparable damage and that upon any such breach or any threat 
thereof, TCS shall without prejudice to any other remedies available to it, be entitled to appropriate equitable relief 
including the relief of specific performance and injunctive relief, in addition to whatever remedies it might have at 
law. 

11.  General
(a)The provisions hereof shall be interpreted, determined and enforced in accordance with the laws of India. 

(b)In the event of any dispute or disagreement over the interpretation of any of the terms herein 
contained or any claim or liability of any party, the same shall be referred to a person to be nominated by TCS, 
whose decision shall be final and binding upon the parties hereto. Subject to the above, the arbitration shall be 
governed by the Arbitration and Conciliation Act, 1996 or any modifications or re-enactment thereof. Associate 
confirms that the fact that the arbitrator shall be a nominee of TCS shall not be a ground for objecting to such 
arbitration or challenging the decision of the arbitrator. The venue of arbitration shall be Mumbai. Subject to the 
above arbitration clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the laws of 
India. 

(c)If any provision hereof shall be found by a judicial tribunal to be contrary to governing law, it shall be deemed 
null and void without annulling or rendering invalid the remainder of the Agreement and if the invalid portion is 
such that the remainder cannot be sustained without it, the Parties herein shall find a suitable replacement to the 
invalid portion that shall be legally valid. 

(d)This Confidentiality, Data and IP Protection Terms along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the parties and supersedes all 
prior agreements and understandings pertaining to the subject matter thereof. No delay of omission of either Party 
in exercising or enforcing any of their rights or remedies hereunder shall constitute a waiver thereof. 

(e)This Confidentiality, Data and IP Protection Terms may not be amended except in writing signed by authorized 
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representatives of both parties. 

(f)The obligations of Associate in terms of this Confidentiality, Data and IP Protection Terms shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall continue thereafter in 
perpetuity. 

Please complete and return these documents to the TCSL HR executive, within 7 days of receiving this 
offer. 

This is to confirm that I have received the Letter of Offer on ________________ . 

I hereby accept this Offer and intend to join service on__________________. 

Name: 

Address: 

Signature: 

Date: 
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Offer Letter for Employment 

Aug 25, 2023 
 
To, 
Rahul Kumar, 
 
Greetings for the day! 
 
Subsequent to your interview with us, we are pleased to inform that you have been selected as 
“Svatantra Risk Officer” for Jhajha. 
 
You are scheduled to join us on September 04, 2023. 

We take this opportunity to congratulate you on your new job and wish you all the best for your new 
assignment. 

You are requested to report on September 04, 2023 by 09.30 AM at the below mentioned address: 

Svatantra Microfin Private Limited 
Patna -  C/O-Arpita Anand/Smriti Smita, Shashi Complex, Pillar No-38, Opposite Punjab National 
Bank, Rajabazar, Patna, Bihar - 800014 
 
This offer stands cancelled after September 04, 2023. 
 
You will be entitled to receive Compensation and Benefits of INR CTC 280000/-per annum (Annexure 
attached herewith), subject to various deductions as per Company and Government policy from time 
to time. 
 
In the event of your employment, in case you voluntary resign within One (1) year from your date of 
joining the company, you will be required to pay the recruitment expenses, over and above any 
other expenses which has been incurred during your tenure. 
 
Kindly note that this offer is valid subject to an acceptable feedback from your reference check, CIBIL 
check wherever applicable and antecedent check. 
 
We welcome you to Svatantra Microfin Pvt. Ltd. And hope it would be the beginning of a long and 
mutually beneficial association. 

Kindly sign this letter as an acknowledgement of your acceptance of this offer letter and reply with 
the scanned copy of this letter. 

Yours Sincerely,  
 
KRANTI SETY  
PRESIDENT - HUMAN RESOURCES 
SVATANTRA MICROFIN PVT. LTD. 



 
 
 
 
 

ANNEXURE 
 
 

ANNUAL COMPENSATION BREAKUP  

Name of the Employee   Rahul Kumar 

Designation  Svatantra Risk Officer 

Department  Risk 

Date of Joining  September 04, 2023 

Location  Jhajha 

Band  Supervisors (S) 

Grade  S - 1 

      

SALARY COMPONENTS MONTHLY (INR) ANNUAL (INR) 

Basic Salary 12300 147600 

House Rent Allowance 615 7380 

Bonus 1025 12295 

Transport Allowance 1997 23964 

Food Allowance 1664 19970 

Vehicle Allowance 1664 19970 

Customer Handling Allowance 1331 15976 

Gross Salary (A) 20596 247156 

Deductions   

Employee Contribution to PF 1476 17712 

Employee Contribution to ESIC 155 1854 

Total Deductions (B) 1631 19566 

Net Take Home Pay  18966 227590 

Retiral Benefits   

Employer's Contribution to PF 1476 17712 

Employer's Contribution to ESIC 669 8033 

Gratuity 592 7100 

Total Retirals Benefits  ( C )  2737 32844 

FIXED COST TO COMPANY (CTC) 
(A + C) 

23333 280000 

GPA / GTL / GMC As Per Company Policy 

GMC  –  Sum Insured 2,00,000 

Note: 
1. Insurance Benefits (GMC) – Premium borne by employer & employee. This mediclaim covers 
employee, spouse and upto two children. Parents will be included in the policy, after the employee 
successfully completes ‘One’ year in the organization. 

2. Payouts will be based on number of days worked in a year. 

3. Professional Tax, LWF and other applicable taxes will be deducted as per statutory regulations 
from time to time. 
4. The Gratuity is paid at the end of the employment period, subject to completion of 5 years of 
satisfactory services. 

5. Mobile and Fuel expenses shall be reimbursed as per Company Policy- If Applicable. 

6. Performance based Incentives shall be paid as per Company Policy – If Applicable. 

 
 
 
 
 



 
 
 
 
 
 
 
 
 

 
 
**Kindly carry original documents for verification. 
 

Joining Kit Documents 

Sr. No. Documents 

1 PAN Card 

2 Aadhaar Card 

3 Driving License 

4 Voter Id 

5 Passport 

6 PG Certificate / Marksheet 

7 Degree Certificate / Marksheet 

8 12th Certificate / Marksheet 

9 10th Certificate / Marksheet 

10 Any other Degree / Certificate 

11 Last 3 Month Salary Slip 

12 Appointment Letter From Previous Company 

13 Relieving Letter From All Previous Company 

14 Experience Letter 

15 Full & Final Settlement Letter 

16 Personal Account Details (Cancelled Cheque/ Passbook Copy) 

17 4 Passport Size Photograph 

18 Last 3 Months Electricity Bill/LPG Receipt (Cylinder Refill Receipt)/ Postpaid Mobile Bill 













Offer: BUSINESS PROCESS SERVICES
Ref: TCSL/DT20233839561/Kolkata/BPS/BTN
Date: 10/05/2023

Mr. Rohit  Kumar
Bahari Dhawalpura Karmalichak Road Patna City

Bahari Dhawalpura
Patna-800009
Bihar
Tel# -

Dear Mr. Rohit  Kumar,

Sub: Letter of Offer and Terms of Traineeship

Thank you for exploring training opportunities with Tata Consultancy Services Limited(TCSL). You have successfully 
completed our initial selection process and we are pleased to make you an offer as "Trainee BPS" for a period of 12 
months. During this period you will be paid a stipend of Rs. 10,250/- per month.You will be engaged as a Trainee / 
Apprentice under the model / certified Standing Orders (as the case may be) applicable to you. 

Kindly confirm your acceptance of this traineeship by proposing your date of joining and signing Annexure 1. If not 
accepted within 7 days of receipt, this offer is liable to lapse at the discretion of the Company. You may handover your 
acceptance letter to the HR Officer/ Induction Officer at any of our offices. 

After you accept this letter of traineeship and clear the medical check-up, and background check you will be given a 
letter of appointment as a trainee indicating the details of your joining date and initial place of posting after completing 
joining formalities as per company policy. 

TCS decision of releasing the Offer of Traineeship and allowing you to join the organization before completion of your 
final Graduation examination which has been uncertainly delayed owing to COVID-19 Pandemic, shall not be 
construed as a waiver of the condition specified in the Terms of Traineeship under clause 'Pre-requisites of 
Traineeship'. The status of your Graduation completion will be reviewed periodically. The Management reserves the 
right to revoke this Offer of Traineeship if it is later established that you could not successfully complete your 
Graduation without any pending arrears/backlogs. 
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OTHER BENEFITS

1. Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependents under the company's Health 
Insurance Scheme (HIS). You are automatically covered under a default HIS Plan. 

You have the flexibility to choose a plan which is higher than the existing default plan, by paying the applicable 
additional premium plus Service Tax, in which case the below benefits can be availed: 

a) Domiciliary Cover: This is a provision to cover the cost incurred towards any domiciliary treatment up to a 
specified limit for each insured person per annum. 

b) Base Cover: This is a provision to cover the cost incurred on hospitalization treatments up to a specified limit for 
each insured person per annum. 

c) Floater Cover: This benefit covers the hospitalization expenses incurred over and above the basic 
hospitalization cover limit. This is a family floater cover for you and your enrolled dependents. 

The total premium is split between Base Cover and Floater Cover Premium as per the plan applicable. 

i. Base Cover Premium: Towards Domiciliary and Base cover for self, spouse and up to three children is entirely 
borne by TCSL , provided these members are explicitly enrolled by you under the scheme. Additionally, if you 
wish to cover dependent parents/parents-in-law or remaining children, the applicable premium per insured person 
is to be borne by you. 

ii. Floater Cover Premium: Towards Floater cover is to be borne by you. 

*Note: The above Health Insurance Scheme is subject to revision. The policy changes if any, in future, will prevail 
. For further details, please refer to the policy document 

2. Professional Memberships:
You will be eligible for reimbursement of expenses towards professional membership as per TCSL 's policy. 

3. Social Security - Employees' State Insurance:
The company will contribute 3.25% of your stipend or such amount as determined by law towards ESI
contribution till you remain covered under Employee's State Insurance Act, 1948.

4. Compensation Benefits under ESI Act / Employees' Compensation Act:
If you are covered under Employees State Insurance Act (ESI Act), 1948 you are entitled to claim the benefits in 
the event of accidental injury resulting into death or disablement arising out of and in the course of employment, 
from Employees' State Insurance Corporation. 

If you are out of the purview of ESI Act, you will be eligible for compensation benefit in the event of death / 
disablement arising out of and in the course of employment as per the benefits under the Company's Afterlife 
Benefit Policy / Personal accident insurance scheme, whichever is applicable. For more details on this, refer TCS 
India policy - Afterlife Benefits and TCS India policy - Health Insurance after joining the organization. 

* Inclusion or exclusion of an employee under 'Employee State Insurance Corporation' is as defined as per the 
ESIC Act 

5. Night Shift Stipend:
Trainees assigned to night shifts for training would be eligible for a Night Shift Stipend of Rs. 200/- per shift 
as per the company policy. 
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6. Process Specific Stipend:
Based on your allocation, to a process and on account of the process complexity involved, you may be eligible for 
additional process specific stipend, as defined by the Company. 

TERMS OF TRAINEESHIP

1. Traineeship Pre-requisites
Your appointment as a Trainee / Apprentice under the model / certified Standing Order will be subject to 
successful completion of your graduation examination without any pending arrears / back logs during the entire 
course duration. 

It is clearly understood, agreed and made abundantly clear that in case you do not successfully clear your 
graduation your traineeship with TCSL will be discontinued without any notice or notice pay 

It is mandatory to declare the gaps / arrears / back log, if any, during your academics and work experience. The 
management reserves the right to withdraw/revoke the offer of traineeship at any time at its sole discretion in case 
of any discrepancy or false information is found in the details submitted by you. 

2. Traineeship Period:
During the period of your training of 12 months, you may be required to undergo classroom and on the job 
training. During this period, you may be appraised to evaluate your performance and if your performance is found 
to be satisfactory, you may be absorbed / appointed in the regular employment of the Company at its sole 
discretion. 

It is hereby specifically clarified that the Company is under no obligation whatsoever to absorb / appoint you on 
regular basis upon successful completion of your training period of 12 months. You shall not be deemed to have 
been absorbed / appointed in the regular employment of the company, unless & until you receive a written 
communication in this regard from the Company. 

If your performance is found unsatisfactory, TCSL may terminate your traineeship forthwith by giving you 30 
calendar days' notice in writing or payment of stipend for 30 calendar days in lieu thereof. 

If you remain on unauthorized absence for a consecutive period of 3 days during the training programme without 
authorisation or intimation, a presumption shall arise that you have abandoned your traineeship and the company 
shall be entitled to disqualify and disentitle you forthwith for any further training and your name is liable to be 
automatically stand discontinued from the list of ILP trainees without any further intimation / separate 
communication to you. 

3. Hours of Training:
You may be required to undergo training in shifts and / or in extended training hours as permitted by law. 

4. Leave:
You will be entitled for leaves as per the company's policy. 

5. Transport:
TCS BPS provides company transport facility within a pre-defined radius for each location as defined in the 
company transport policy. TCS employees living beyond these boundaries would be required to make their own 
arrangements and the routes are predetermined and not permitted to be varied under any circumstances. The 
company will make appropriate provisions for those working in night shift as permitted by law/ policy. 
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6. Alternative Occupation / Traineeship:
During the period of your traineeship at TCSL , you are not permitted to undertake any other traineeship, 
employment, business, assume any public or private office, honorary or remunerative, without the prior written 
permission of the company. 

7. Confidentiality, Data and Intellectual Property Protection:
As part of the joining formalities, you are required to sign a Confidentiality, Data and IP Protection Terms, which 
aims to protect the intellectual property rights and business information of TCSL and its clients. The detailed 
Confidentiality, Data and IP Protection related terms and conditions are set out in Annexure 2 

8. Work in SBWS mode:
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model framework that allows 
seamless deployment of virtual workspaces in a secure manner that enables flexible working options aligned to its 
business objectives. You may be required to work either from TCS offices/TCS Client offices or from home 
(remote working) as per the requirements of the project or group you are assigned to work with and as 
communicated to you by the Unit HR or your supervisor. You are required to abide by the Policy and / or 
Guidelines issued by TCS from time to time while operating within this framework. For more details, please refer 
the Policy / Guideline document on Remote Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such flexible working and ensure 
adherence to TCS Security Policies/Protocols and Confidentiality obligations at all times. 

9. TATA Code of Conduct:
You are required to sign the TATA Code of Conduct and follow the same in your day to day conduct as a trainee 
of TCSL . 

10.  Notice Period:
You will have to give at least 30 calendar days' prior notice in writing before discontinuing your traineeship with the 
Company. The Company may discontinue your traineeship by giving you 30 calendar days' notice in writing or 
payment of stipend for 30 days in lieu thereof. 

11.  Medical Test:
You are required to undergo a pre-Traineeship medical check-up and obtain a fitness certificate from the 
registered medical practitioner/Doctor. This is a pre-condition for Traineeship. Please collect the medical check-up 
authorization letter from the company HR executive, at the time of submitting your written acceptance of this offer. 
To verify your identification, we request you to carry a photograph and a photo identification document issued by 
government like passport, PAN card, Election Card, Driving License etc. If you are a campus recruit, you may 
produce your current educational institute`s photo identification card in the absence of government photo 
identification document. 

Retention of reasonable medical fitness is also a condition of Traineeship. The company also reserves the right to 
get yourself examined by a doctor at any time during your Traineeship and futher employment(if absorbed in 
Regular Employment) to ascertain your medical fitness. The opinion of the doctor appointed by the company shall 
be final and binding on both parties. Your failure, refusal or inability to appear for such medical examination will 
result in the determination of your Traineeship or Employment as the case may be without any notice or notice 
pay in lieu of notice. 

Your Traineeship or further Employment (if absorbed in Regular Employment) is liable to be discontinued / 
terminated on account of your continued ill health or if you are found to be medically unfit for the job as may be 
certified by the company's doctor. 

12. Background Check:
Your traineeship will be subject to a background check in line with the Company's background check policy. A 
specially appointed agency will conduct internal and external background checks. Normally, such checks are 
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completed within one month of joining. If the background checks are unfavorable or at a variance with your own 
declarations, your traineeship will be discontinued without any notice. 

13. Submission of Documents:
At the time of your joining traineeship, photocopy of the following documents should be submitted. Please carry 
the original copies for verification. 

- Standard X and XII Mark sheets equivalent
- Degree certificate and mark sheets for all semesters
- Postgraduate degree certificate and mark sheets for all semesters (if you are a Post-graduate)
- Birth Certificate / Proof of Age
- Passport
- 6 photographs - passport size
- An affidavit / notarised undertaking that there is no criminal offence registered/pending against you.
Your original documents will be returned to you after verification. 

14. Initial Learning Programme (ILP)
On joining TCSL as Trainee, you will be given the benefit of formal & on the job training ("Initial Learning 
Programme") at the location, as identified, for such a period as TCSL may decide. The said training 
programme forms a critical part of your traineeship and is an ongoing process. TCSL continues to make 
investment on training and development of its trainees. This will be of immense value to you and a large part of 
ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing process and a formal 
evaluation will be carried out during the training. We would request that the training be taken very seriously to 
enable you to add maximum value to your professional and personal growth. 

15. Letter of Appointment
Your will be issued a letter of appointment on your joining and after completing joining formalities as per 
TCSL policy 

16. Personal Data Processing:
Your personal data collected and developed during recruitment process will be processed in accordance with the 
TCS Data Privacy Policy. The personal data referred therein are details related to contact, family, education, 
personal identifiers issued by government, social profile, background references, previous employment and 
experience, medical history, skillset, proficiency and certifications, job profile and your career aspirations. 

It will be processed for various organizational purposes such as recruitment, onboarding, background check, 
project assignment, performance management, job rotation, career development including at leadership level, 
diversity and inclusion initiatives, global mobility, wellness program, statutory and legal requirements and specific 
organizational initiatives in force during your tenure in TCS. 

After you join TCS, there would be more sets of Personal Information (PI) attributes processed for various 
legitimate purposes. All of it will be processed with compliance to applicable laws and the TCS Data Privacy 
Policy. In some scenarios of your PI processing, you will be provided with appropriate notice and/or explicit 
consent might be obtained from time to time. 

For the purposes mentioned above, your required PI may be shared with specific vendor organizations who 
provide services to TCS, e.g. background check, health insurance, counselling, travel, transport and visa, payroll 
services, associate engagement activities, and financial and taxation services. 

As TCS is a global company, your PI may be shared with entities outside India, limited for the purposes mentioned 
above and/or in this offer letter. 
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In case of oversees deputation, available privacy rights would be governed as per regulatory provisions and / or 
TCS policies/notice provided applicable at your overseas location. 

17. Terms and conditions:
The above terms and conditions of traineeship are specific to your traineeship period in India. 

18. Rules and Regulations of the Company:
Your traineeship will be governed by the policies, rules, regulations, practices, processes and procedures of the 
Company as applicable to you and the changes therein from time to time. 

19. Compliance to all clauses:
You will be required to fulfill all the terms and conditions mentioned in this letter of offer of traineeship. Any failure 
to fulfill any term and /or condition and/or failure to clear any test successfully would entitle TCSL in 
withdrawing this letter of traineeship at its sole discretion. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not interested in the 
Traineeship and this offer will be automatically withdrawn. Post acceptance of TCSL offer letter if you fail to join on 
the date provided in the TCSL joining letter, the offer will stand automatically terminated at the sole discretion of 
TCSL . 

We look forward to having you in our global team. 

Yours Sincerely, 

For Tata Consultancy Services Limited. 
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Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click Here or use a QR code scanner from your

mobile to validate the offer letter

Encl: Annexure 1: Acceptance
        Annexure 2: Confidentiality, Data and Intellectual Property Protection Terms

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=4L44FLFF6p66FxFFL8L84944F6FF0iqTpLpFFZFF9TpZU64UpxpF4U446L66T36T8088Ux4U93p


ANNEXURE 1

For the candidate to complete:

This is to confirm that I have received the letter of offer and Terms of Traineeship ref No   
TCSL/DT20233839561/Kolkata/BPS/BTN on _____________ (MMM/DD/YYYY).   
I hereby accept this Offer and intend to join traineeship on:

Signature:

Name:
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Annexure 2

                                   Confidentiality, Data and Intellectual Property Protection Terms

1. Confidential Information
"Conf ident ia l  Informat ion" shal l  mean al l  Invent ions and Know-how, informat ion and mater ia l  
of TCS and its subsidiaries as applicable (Collectively termed as TCS) (including for avoidance of doubt any 
Confidential Information of its Clients) that comes into the possession or know of the Associate and shall include 
the following: 

(a) Any and all information processing programs, software, properties, items, information, data, material or any 
nature whatsoever or any parts thereof, additions thereto and materials related thereto, produced or created at 
any time by TCS or the Associate in the course of or in connection with or arising out of the Associate's 
association with TCS. Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, manufacture, operation, 
specifications, use and services of the TCS equipment and components, including, but not limited to, engineering 
and laboratory notebooks, reports, process data, test data, performance data, inventions, trade secrets, systems, 
software, object codes, source codes, copyrighted matters, methods, drawings, computations, calculations, 
computer programs, narrations, flow charts and all documentation therefore and all copies thereof (including for 
avoidance of doubt any such material belonging to the Clients of TCS) 

(c) Corporate strategies and other confidential and proprietary material and information, which could cause 
competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, gathered or collected or 
obtained by the Associate in the course of or arising out of the association with TCS or while in or in connection 
with or for the purposes of his/her association with TCS or any of the operations and entrusted by TCS to the 
Associate. 

2. Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade secret of TCS. Associate 
agrees not to use, or cause to be used, or disclose or divulge or part with either directly or indirectly any 
Confidential Information for the benefit of or to any third parties except for or on behalf of or as directed or 
authorized by TCS or to a person having a valid contract with TCS . Upon termination of employment, the 
Associate agrees to surrender to TCS all Confidential Information that he or she may then possess or have under 
his or her control. 

3. Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential Information shall at all times 
vest in and remain with or belong to TCS and Associate shall have no right title or claim of any nature whatsoever 
in the Confidential Information. Associate shall promptly disclose to an authorized officer of TCS all inventions, 
ideas, innovations, discoveries, improvements, suggestions, or reports and enhancements made, created, 
developed, conceived or devised by him or her arising out of his or her engagement with TCS, including in the 
course of provision of services to the Clients of TCS and Associate hereby agrees and confirms that all such 
intellectual property rights shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any interest in and to any 
domestic or foreign patent rights, trademarks, trade names copyrights and trade secret rights therein and any 
renewals thereof. On request of TCS, Associate shall execute from time to time, during or after the termination of 
his or her employment, such further instruments, including without limitations, applications for letters of patent, 
trademarks, trade names and copyrights or assignments thereof, as may be deemed necessary or desirable by 
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TCS to perfect the title of TCS in the intellectual property rights and to effectuate the provisions hereof. All 
expenses of filling or prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any such applications. Associate 
hereby expressly waives any "artist's rights" or "moral rights", which Associate might otherwise have in such 
intellectual property rights. 

4. Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no knowledge of the 
Confidential Information of TCS and that such Confidential Information is of a confidential and secret character 
and is vital to the continued success of TCS's business. Associate further acknowledges that he or she is 
associated with TCS in a capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential Information, it is necessary 
for TCS to protect such Confidential Information by holding it secret and confidential. 

5. Use of third party material
Associate expressly agrees that Associate shall not in the course of his or her association with TCS and while 
working on the premises or facilities of TCS or its Clients or in connection with the development of any intellectual 
property rights or work for or on behalf of TCS; 

a) use any third party material or intellectual property rights except those intellectual property rights provided by 
TCS or expressly authorised by TCS or without having proper authorisation or license or approval of the 
respective owner of such intellectual property rights. 

b) Participate in any activity for creation (including conception, design, development, testing, implementation, 
support or marketing) of any Intellectual Property for or on behalf of TCS or its affiliates if Associate has been 
exposed, directly or indirectly, to any Third Party IP which is in the same subject area (such as research area, 
technology or application area) as, or which is same or similar to, the Intellectual Property or any portion thereof, 
to be so created, unless; 

i) Associate has expressly declared to TCS in a prescribed form whether such exposure was owing to publically 
available information or under and subject to any agreement; AND 

ii) TCS has expressly confirmed to the Associate that TCS has proper authorization or license or approval of the 
respective owner of such Third Party IP to use the same in Intellectual Property or portion thereof to be created 
and authorized in writing Associate's participation in such activity. 

c) knowingly access, make reference to or use any Third Party IP (except as permitted under Section 5(a), 
directly or indirectly, during the period of association with the creation (conception, design, development, testing, 
implementation, support or marketing) of TCS Intellectual Property or portion thereof, which is in the same subject 
area of TCS Intellectual Property or which is same or similar to such TCS Intellectual Property or portion thereof 
being created. In case, Associate access or is exposed to any such Third Party IP during such association, 
Associate shall promptly bring it to the notice of TCS IP asset owner or TCS project manager in writing and 
immediately cease to participate in any such activity 

6. Security policies and Guidelines.
6.1 Associate agrees to abide by and be bound by any and all policies, documents, guidelines and processes 
including IP, Information Security and Confidentiality of TCS in force from time to time whether expressly 
endorsed or not. 

6.2 Associate acknowledge and agree that in the course of, and as a result of his/her engagement with TCS, 
Associate will have access to, obtain or come across personal data or information of other TCS Associates or 
Clients, including without limitation, sensitive personal data or information (collectively "Personal Data and 
Information") within the meaning of the applicable Indian Law and Rules or any other applicable Law, directive or 
regulation anywhere in the world. In respect of any such Personal Data and Information accessed, obtained, 
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acquired or processed by Associate for and on behalf of TCS, its affiliates or Clients, Associate undertake that 
he/she will: 

(a) process the Personal Data and Information only on behalf of TCS, its Affiliates or Clients, as the case may be, 
and only on and in accordance with instructions received from the data controller from time to time; 

(b) abide by such technical and organizational measures necessary to prevent the accidental or 
unlawful destruction or accidental loss, alteration, un-authorized disclosure or access to the Personal Data and 
Information; 

(c) promptly (and in any event within 24 hours of awareness) bring to notice of TCS or its Affiliates, as the case 
may be, of any actual or suspected incident of unauthorized or accidental disclosure of, or access to, the Personal 
Data and Information or other breach of this section (a "Security Breach"); 

(d) promptly provide TCS with all information in Associate's notice, possession or control concerning any Security 
Breach and not make any public announcement regarding a Security Breach without TCS's prior written consent; 

(e) not do, or omit to do, anything, which would cause TCS or any of its employees, officers or agents to be in 
breach of its obligations under any privacy or data protection policy, regulation or legislation; 

(f) upon expiry or termination of Associate's engagement with TCS, return all copies of the Personal Data and 
Information to TCS in Associate's possession or control; and 

(g) promptly bring to TCS notice of any request received from a data subject to have access to his/her Personal 
Data and Information or of any other communication relating to the access, use or processing of any Personal 
Data and Information (including any notice from the regulatory body) and fully co-operate and assist TCS in 
relation to any such request or communication. 

6.3 Associate expressly consent that TCS and/or its affiliates may collect, use, transfer, retain or otherwise 
process Associate's Personal Data and Information in connection with his/her engagement with TCS, in 
accordance with the then / current TCS policies and procedures and applicable privacy and data protection 
legislation. TCS may use third party services or sub-contractors to collect or otherwise process Associate's 
Personal Data and Information for which TCS shall remain responsible for such third party services provider or 
sub-contractor's compliance with TCS's obligations hereunder. 

7. Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client's premises or from home (remote working) as per 
the directions of supervisor and / or the provisions of the applicable policy. 

Associate understands that working in this hybrid environment may have higher confidentiality and information 
security risks. Associate acknowledges that when working remotely the Associate: 

a) Will work only in a private, secured work area in compliance with the guidelines issued and amended from time 
to time. 

b) Will comply with and work in a manner consistent with TCS Data Privacy and Security Policies/Protocols. 

c) Will bring to the notice of HR of the Unit to any circumstances that prevent Associate from working in a manner 
consistent with TCS data privacy and security policies/ protocols. 

d) Will inform the HR of the Unit if the Associate shares a home with any family member or an individual who is 
employed by a competitor of TCS or TCS client the Associate is assigned to, or if any other circumstances at 
home exist which implicates the TCS Code of Conduct Conflict of Interest provision. 

11Private and Confidential
TCSL/DT20233839561



e) Will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure obligations. 

f) Will be using the Company allotted laptop or similar authorized computing device (together called "official 
asset") only to connect to TCS network/customer network through authorized means (or the Customer provided 
laptop to access the customer network if so, mandated by the Customer). 

g) Will not allow anybody to share the official asset being used. 

8. Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, sell, incorporate or 
otherwise exploit, for his or her own use or for any other purpose, any of the Confidential Information including 
intellectual properties of TCS that is or may be revealed to him or her by TCS or which may in the course of his or 
her employment with TCS come into his or her possession or knowledge unless specifically authorized to do so in 
writing by TCS. 

9. No License
TCS and Associate agree that no license under any patent or copyright now existing or hereafter obtained by TCS 
is granted, agreed to be granted, or implied by the terms of this Agreement, or by the disclosure to Associate of 
the Confidential Information. 

10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession and / or knowledge of 
Associate is of a unique, highly confidential and proprietary nature. It is further acknowledged by Associate that 
the disclosure, distribution, dissemination and / or release by Associate of the Confidential Information without the 
prior written consent of TCS or any breach of the Confidentiality, Data and IP Protection Terms by Associate will 
cause TCS to suffer severe, immediate and irreparable damage and that upon any such breach or any threat 
thereof, TCS shall without prejudice to any other remedies available to it, be entitled to appropriate equitable relief 
including the relief of specific performance and injunctive relief, in addition to whatever remedies it might have at 
law. 

11.  General
(a)The provisions hereof shall be interpreted, determined and enforced in accordance with the laws of India. 

(b)In the event of any dispute or disagreement over the interpretation of any of the terms herein 
contained or any claim or liability of any party, the same shall be referred to a person to be nominated by TCS, 
whose decision shall be final and binding upon the parties hereto. Subject to the above, the arbitration shall be 
governed by the Arbitration and Conciliation Act, 1996 or any modifications or re-enactment thereof. Associate 
confirms that the fact that the arbitrator shall be a nominee of TCS shall not be a ground for objecting to such 
arbitration or challenging the decision of the arbitrator. The venue of arbitration shall be Mumbai. Subject to the 
above arbitration clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the laws of 
India. 

(c)If any provision hereof shall be found by a judicial tribunal to be contrary to governing law, it shall be deemed 
null and void without annulling or rendering invalid the remainder of the Agreement and if the invalid portion is 
such that the remainder cannot be sustained without it, the Parties herein shall find a suitable replacement to the 
invalid portion that shall be legally valid. 

(d)This Confidentiality, Data and IP Protection Terms along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the parties and supersedes all 
prior agreements and understandings pertaining to the subject matter thereof. No delay of omission of either Party 
in exercising or enforcing any of their rights or remedies hereunder shall constitute a waiver thereof. 

(e)This Confidentiality, Data and IP Protection Terms may not be amended except in writing signed by authorized 
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representatives of both parties. 

(f)The obligations of Associate in terms of this Confidentiality, Data and IP Protection Terms shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall continue thereafter in 
perpetuity. 

Please complete and return these documents to the TCSL HR executive, within 7 days of receiving this 
offer. 

This is to confirm that I have received the Letter of Offer on ________________ . 

I hereby accept this Offer and intend to join service on__________________. 

Name: 

Address: 

Signature: 

Date: 
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Provisional Offer : BUSINESS PROCESS SERVICES
Ref: TCSL/DT20233995421/Kolkata/BPS/BTN
Date:27/04/2023

Dear Mr.  Sahil  Gupta,

Sub: Letter of Provisional Offer and Terms of Employment.

Thank you for exploring opportunities with Tata Consultancy Services Limited(TCSL). You have 
successfully completed our initial selection process and we are pleased to make you a provisional 
offer of Traineeship. 

You have been selected for a twelve month traineeship program at grade BPOS. You will receive a 
fixed monthly stipend during your internship. Your stipend amount will be decided on the basis of 
joining location and the process in which you will get allocation. The same will be communicated to 
you along with the detailed offer letter. 

Kindly confirm your acceptance on the traineeship offered by signing Annexure 1. If not accepted 
within 30 days of receipt, this offer of traineeship is liable to lapse at the discretion of the Company. 

This is a provisional offer of traineeship and should not be construed as an Offer of Employment 
from TCSL. A detailed offer of traineeship will follow within 7 days from completion of all 
documentation formalities and your aforesaid acceptance on this provisional offer. The Offer of 
traineeship will be made to you provided this - opportunity continues to be available with TCSL. 

Your traineeship with TCS is subject to your being declared medically fit and retaining that fitness 
during the tenure in the company and your Background / Reference check being favourable and 
acceptable to the Company. 

On joining and successful completion of all Joining formalities including the back ground verification, 
you will be issued a Letter of Appointment by TCSL. 

Your appointment will be governed by the policies, rules, regulations, practices, processes and 
procedures of TCSL as applicable to you and the changes therein from time to time. 
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Please also note, TCS BPS provides company transport facility within a pre-defined radius for each 
location as defined in the company transport policy. Those living beyond these boundaries would be 
required to make their own arrangements to reach the nearest location convenient to them from 
where they can be picked up or dropped. 

Yours Sincerely, 

For Tata Consultancy Services Limited. 
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Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click Here or use a QR code scanner from your

mobile to validate the offer letter

ANNEXURE 1

For the candidate to complete:

This is to confirm that I have received & hereby accept the Provisional Letter of Traineeship Ref 
No TCSL/DT20233995421/Kolkata/BPS/BTN on ________________(DD/MMM/YYYY).

Signature:

Name:

Date:

https://nextstep.tcs.com/campus?displayPage=pol_verf&authKey=Z6FZ9xpZpFpFFUFFLiL8qqq6Z3FZip8i4L44U04U8488FFFFT66Tii8iqFq6TF6T0iqT0LqT4L4


Offer: BUSINESS PROCESS SERVICES
Ref: TCSL/DT20234237942/Kolkata/BPS/BTN
Date: 03/11/2023

Mr. Sahil  Singh
Mahatma Gandhi Nagar
Kanti Factory Road
Near Universal Iti
Patna-800026
Bihar
Tel# -

Dear Mr. Sahil  Singh,

Sub: Letter of Offer and Terms of Traineeship

Thank you for exploring training opportunities with Tata Consultancy Services Limited(TCSL). You have successfully 
completed our initial selection process and we are pleased to make you an offer as "Trainee BPS" for a period of 12 
months. During this period you will be paid a stipend of Rs. 10,660/- per month.You will be engaged as a Trainee / 
Apprentice under the model / certified Standing Orders (as the case may be) applicable to you. 

Kindly confirm your acceptance of this traineeship by proposing your date of joining and signing Annexure 1. If not 
accepted within 7 days of receipt, this offer is liable to lapse at the discretion of the Company. You may handover your 
acceptance letter to the HR Officer/ Induction Officer at any of our offices. 

After you accept this letter of traineeship and clear the medical check-up, and background check you will be given a 
letter of appointment as a trainee indicating the details of your joining date and initial place of posting after completing 
joining formalities as per company policy. 

TCS decision of releasing the Offer of Traineeship and allowing you to join the organization before completion of your 
final Graduation examination which has been uncertainly delayed owing to COVID-19 Pandemic, shall not be 
construed as a waiver of the condition specified in the Terms of Traineeship under clause 'Pre-requisites of 
Traineeship'. The status of your Graduation completion will be reviewed periodically. The Management reserves the 
right to revoke this Offer of Traineeship if it is later established that you could not successfully complete your 
Graduation without any pending arrears/backlogs. 
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OTHER BENEFITS

1. Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependents under the company's Health 
Insurance Scheme (HIS). 

Entitlement - Under this scheme, you and your enrolled dependents will be entitled for Rs. 5, 00,000/- as a family 
cover under the default HIS plan towards hospitalization expenses. 

Premium rates and contribution will be applicable as per the TCS Health Insurance Policy and the amendment 
made therein from time to time. You have the flexibility to choose a plan which is higher than the default HIS plan 
during the permitted window, by paying the applicable additional premium plus taxes. 

*Note: The above Health Insurance Scheme is subject to revision. The policy changes if any, in future, will prevail 
. For further details, please refer to the policy document 

2. Professional Memberships:
You will be eligible for reimbursement of expenses towards professional membership as per TCSL 's policy. 

3. Social Security - Employees' State Insurance:
The company will contribute 3.25% of your stipend or such amount as determined by law towards ESI
contribution till you remain covered under Employee's State Insurance Act, 1948.

4. Compensation Benefits under ESI Act / Employees' Compensation Act:
If you are covered under Employees State Insurance Act (ESI Act), you are entitled to claim the benefits in the 
event of accidental injury resulting into death or disablement arising out of and in the course of employment, from 
Employees' State Insurance Corporation. 

If you are out of the purview of ESI Act, you will be eligible for compensation benefit in the event of disablement 
arising out of and in the course of employment as per applicable Company policy. In the event of death arising out 
of and in the course of employment, your beneficiary will be eligible for compensation as per the Company's 
policy. For more details on this, refer TCS India policy - Afterlife Benefits and TCS India policy - Health Insurance 
after joining the organization. 

* Inclusion or exclusion of an employee under 'Employee State Insurance Corporation' is as defined as per the 
ESIC Act 

5. Night Shift Stipend:
Trainees assigned to night shifts for training would be eligible for a Night Shift Stipend of Rs. 200/- per shift 
as per the company policy. 

6. Process Specific Stipend:
Based on your allocation, to a process and on account of the process complexity involved, you may be eligible for 
additional process specific stipend, as defined by the Company. 

TERMS OF TRAINEESHIP

1. Traineeship Pre-requisites
Your appointment as a Trainee / Apprentice under the model / certified Standing Order will be subject to 
successful completion of your graduation examination without any pending arrears / back logs during the entire 
course duration. 
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It is clearly understood, agreed and made abundantly clear that in case you do not successfully clear your 
graduation your traineeship with TCSL will be discontinued without any notice or notice pay 

It is mandatory to declare the gaps / arrears / back log, if any, during your academics and work experience. The 
management reserves the right to withdraw/revoke the offer of traineeship at any time at its sole discretion in case 
of any discrepancy or false information is found in the details submitted by you. 

2. Traineeship Period:
During the period of your training of 12 months, you may be required to undergo classroom and on the job 
training. During this period, you may be appraised to evaluate your performance and if your performance is found 
to be satisfactory, you may be absorbed / appointed in the regular employment of the Company at its sole 
discretion. 

It is hereby specifically clarified that the Company is under no obligation whatsoever to absorb / appoint you on 
regular basis upon successful completion of your training period of 12 months. You shall not be deemed to have 
been absorbed / appointed in the regular employment of the company, unless & until you receive a written 
communication in this regard from the Company. 

If your performance is found unsatisfactory, TCSL may terminate your traineeship forthwith by giving you 30 
calendar days' notice in writing or payment of stipend for 30 calendar days in lieu thereof. 

If you remain on unauthorized absence for a consecutive period of 3 days during the training programme without 
authorisation or intimation, a presumption shall arise that you have abandoned your traineeship and the company 
shall be entitled to disqualify and disentitle you forthwith for any further training and your name is liable to be 
automatically stand discontinued from the list of ILP trainees without any further intimation / separate 
communication to you. 

3. Hours of Training:
You may be required to undergo training in shifts and / or in extended training hours as permitted by law. 

4. Leave:
You will be entitled for leaves as per the company's policy. 

5. Transport:
TCS BPS provides company transport facility within a pre-defined radius for each location as defined in the 
company transport policy. TCS employees living beyond these boundaries would be required to make their own 
arrangements and the routes are predetermined and not permitted to be varied under any circumstances. The 
company will make appropriate provisions for those working in night shift as permitted by law/ policy. 

6. Alternative Occupation / Traineeship:
During the period of your traineeship at TCSL , you are not permitted to undertake any other traineeship, 
employment, business, assume any public or private office, honorary or remunerative, without the prior written 
permission of the company. 

7. Confidentiality, Data and Intellectual Property Protection:
As part of the joining formalities, you are required to sign a Confidentiality, Data and IP Protection Terms, which 
aims to protect the intellectual property rights and business information of TCSL and its clients. The detailed 
Confidentiality, Data and IP Protection related terms and conditions are set out in Annexure 2 

8. Work in SBWS mode:
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model framework that allows 
seamless deployment of virtual workspaces in a secure manner that enables flexible working options aligned to its 
business objectives. You may be required to work either from TCS offices/TCS Client offices or from home 
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(remote working) as per the requirements of the project or group you are assigned to work with and as 
communicated to you by the Unit HR or your supervisor. You are required to abide by the Policy and / or 
Guidelines issued by TCS from time to time while operating within this framework. For more details, please refer 
the Policy / Guideline document on Remote Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such flexible working and ensure 
adherence to TCS Security Policies/Protocols and Confidentiality obligations at all times. 

9. TATA Code of Conduct:
You are required to sign the TATA Code of Conduct and follow the same in your day to day conduct as a trainee 
of TCSL . 

10.  Notice Period:
You will have to give at least 30 calendar days' prior notice in writing before discontinuing your traineeship with the 
Company. The Company may discontinue your traineeship by giving you 30 calendar days' notice in writing or 
payment of stipend for 30 days in lieu thereof. 

11.  Medical Test:
You are required to undergo a pre-Traineeship medical check-up and obtain a fitness certificate from the 
registered medical practitioner/Doctor. This is a pre-condition for Traineeship. Please collect the medical check-up 
authorization letter from the company HR executive, at the time of submitting your written acceptance of this offer. 
To verify your identification, we request you to carry a photograph and a photo identification document issued by 
government like passport, PAN card, Election Card, Driving License etc. If you are a campus recruit, you may 
produce your current educational institute`s photo identification card in the absence of government photo 
identification document. 

Retention of reasonable medical fitness is also a condition of Traineeship. The company also reserves the right to 
get yourself examined by a doctor at any time during your Traineeship and futher employment(if absorbed in 
Regular Employment) to ascertain your medical fitness. The opinion of the doctor appointed by the company shall 
be final and binding on both parties. Your failure, refusal or inability to appear for such medical examination will 
result in the determination of your Traineeship or Employment as the case may be without any notice or notice 
pay in lieu of notice. 

Your Traineeship or further Employment (if absorbed in Regular Employment) is liable to be discontinued / 
terminated on account of your continued ill health or if you are found to be medically unfit for the job as may be 
certified by the company's doctor. 

12. Background Check:
Your traineeship will be subject to a background check in line with the Company's background check policy. A 
specially appointed agency will conduct internal and external background checks. Normally, such checks are 
completed within one month of joining. If the background checks are unfavorable or at a variance with your own 
declarations, your traineeship will be discontinued without any notice. 

13. Submission of Documents:
At the time of your joining traineeship, photocopy of the following documents should be submitted. Please carry 
the original copies for verification. 

- Standard X and XII Mark sheets equivalent
- Degree certificate and mark sheets for all semesters
- Postgraduate degree certificate and mark sheets for all semesters (if you are a Post-graduate)
- Birth Certificate / Proof of Age
- Passport
- 6 photographs - passport size
- An affidavit / notarised undertaking that there is no criminal offence registered/pending against you.
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Your original documents will be returned to you after verification. 

14. Initial Learning Programme (ILP)
On joining TCSL as Trainee, you will be given the benefit of formal & on the job training ("Initial Learning 
Programme") at the location, as identified, for such a period as TCSL may decide. The said training 
programme forms a critical part of your traineeship and is an ongoing process. TCSL continues to make 
investment on training and development of its trainees. This will be of immense value to you and a large part of 
ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing process and a formal 
evaluation will be carried out during the training. We would request that the training be taken very seriously to 
enable you to add maximum value to your professional and personal growth. 

15. Letter of Appointment
Your will be issued a letter of appointment on your joining and after completing joining formalities as per 
TCSL policy 

16. Personal Data Processing:
Your personal data collected and developed during recruitment process will be processed in accordance with the 
TCS Data Privacy Policy. The personal data referred therein are details related to contact, family, education, 
personal identifiers issued by government, social profile, background references, previous employment and 
experience, medical history, skillset, proficiency and certifications, job profile and your career aspirations. 

It will be processed for various organizational purposes such as recruitment, onboarding, background check, 
project assignment, performance management, job rotation, career development including at leadership level, 
diversity and inclusion initiatives, global mobility, wellness program, statutory and legal requirements and specific 
organizational initiatives in force during your tenure in TCS. 

After you join TCS, there would be more sets of Personal Information (PI) attributes processed for various 
legitimate purposes. All of it will be processed with compliance to applicable laws and the TCS Data Privacy 
Policy. In some scenarios of your PI processing, you will be provided with appropriate notice and/or explicit 
consent might be obtained from time to time. 

For the purposes mentioned above, your required PI may be shared with specific vendor organizations who 
provide services to TCS, e.g. background check, health insurance, counselling, travel, transport and visa, payroll 
services, associate engagement activities, and financial and taxation services. 

As TCS is a global company, your PI may be shared with entities outside India, limited for the purposes mentioned 
above and/or in this offer letter. 

In case of oversees deputation, available privacy rights would be governed as per regulatory provisions and / or 
TCS policies/notice provided applicable at your overseas location. 

17. Terms and conditions:
The above terms and conditions of traineeship are specific to your traineeship period in India. 

18. Rules and Regulations of the Company:
Your traineeship will be governed by the policies, rules, regulations, practices, processes and procedures of the 
Company as applicable to you and the changes therein from time to time. 

19. Compliance to all clauses:
You will be required to fulfill all the terms and conditions mentioned in this letter of offer of traineeship. Any failure 
to fulfill any term and /or condition and/or failure to clear any test successfully would entitle TCSL in 
withdrawing this letter of traineeship at its sole discretion. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not interested in the 
Traineeship and this offer will be automatically withdrawn. Post acceptance of TCSL offer letter if you fail to join on 
the date provided in the TCSL joining letter, the offer will stand automatically terminated at the sole discretion of 
TCSL . 

We look forward to having you in our global team. 

Yours Sincerely, 

For Tata Consultancy Services Limited. 
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Girish V. Nandimath
Global Head, Talent Acquisition & Academic Interface

Click Here or use a QR code scanner from your

mobile to validate the offer letter

Encl: Annexure 1: Acceptance
        Annexure 2: Confidentiality, Data and Intellectual Property Protection Terms

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=8T888T88qFq603qTZpFZUb4UpFpFii8ipTpF9ZpZpFpFxpx49xpZFxFFTq6Txbx4ZxFZLqL8UT4


ANNEXURE 1

For the candidate to complete:

This is to confirm that I have received the letter of offer and Terms of Traineeship ref No   
TCSL/DT20234237942/Kolkata/BPS/BTN on _____________ (MMM/DD/YYYY).   
I hereby accept this Offer and intend to join traineeship on:

Signature:

Name:

7Private and Confidential
TCSL/DT20234237942



Annexure 2

                                   Confidentiality, Data and Intellectual Property Protection Terms

1. Confidential Information
"Conf ident ia l  Informat ion" shal l  mean al l  Invent ions and Know-how, informat ion and mater ia l  
of TCS and its subsidiaries as applicable (Collectively termed as TCS) (including for avoidance of doubt any 
Confidential Information of its Clients) that comes into the possession or know of the Associate and shall include 
the following: 

(a) Any and all information processing programs, software, properties, items, information, data, material or any 
nature whatsoever or any parts thereof, additions thereto and materials related thereto, produced or created at 
any time by TCS or the Associate in the course of or in connection with or arising out of the Associate's 
association with TCS. Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, manufacture, operation, 
specifications, use and services of the TCS equipment and components, including, but not limited to, engineering 
and laboratory notebooks, reports, process data, test data, performance data, inventions, trade secrets, systems, 
software, object codes, source codes, copyrighted matters, methods, drawings, computations, calculations, 
computer programs, narrations, flow charts and all documentation therefore and all copies thereof (including for 
avoidance of doubt any such material belonging to the Clients of TCS) 

(c) Corporate strategies and other confidential and proprietary material and information, which could cause 
competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, gathered or collected or 
obtained by the Associate in the course of or arising out of the association with TCS or while in or in connection 
with or for the purposes of his/her association with TCS or any of the operations and entrusted by TCS to the 
Associate. 

2. Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade secret of TCS. Associate 
agrees not to use, or cause to be used, or disclose or divulge or part with either directly or indirectly any 
Confidential Information for the benefit of or to any third parties except for or on behalf of or as directed or 
authorized by TCS or to a person having a valid contract with TCS . Upon termination of employment, the 
Associate agrees to surrender to TCS all Confidential Information that he or she may then possess or have under 
his or her control. 

3. Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential Information shall at all times 
vest in and remain with or belong to TCS and Associate shall have no right title or claim of any nature whatsoever 
in the Confidential Information. Associate shall promptly disclose to an authorized officer of TCS all inventions, 
ideas, innovations, discoveries, improvements, suggestions, or reports and enhancements made, created, 
developed, conceived or devised by him or her arising out of his or her engagement with TCS, including in the 
course of provision of services to the Clients of TCS and Associate hereby agrees and confirms that all such 
intellectual property rights shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any interest in and to any 
domestic or foreign patent rights, trademarks, trade names copyrights and trade secret rights therein and any 
renewals thereof. On request of TCS, Associate shall execute from time to time, during or after the termination of 
his or her employment, such further instruments, including without limitations, applications for letters of patent, 
trademarks, trade names and copyrights or assignments thereof, as may be deemed necessary or desirable by 
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TCS to perfect the title of TCS in the intellectual property rights and to effectuate the provisions hereof. All 
expenses of filling or prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any such applications. Associate 
hereby expressly waives any "artist's rights" or "moral rights", which Associate might otherwise have in such 
intellectual property rights. 

4. Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no knowledge of the 
Confidential Information of TCS and that such Confidential Information is of a confidential and secret character 
and is vital to the continued success of TCS's business. Associate further acknowledges that he or she is 
associated with TCS in a capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential Information, it is necessary 
for TCS to protect such Confidential Information by holding it secret and confidential. 

5. Use of third party material
Associate expressly agrees that Associate shall not in the course of his or her association with TCS and while 
working on the premises or facilities of TCS or its Clients or in connection with the development of any intellectual 
property rights or work for or on behalf of TCS; 

a) use any third party material or intellectual property rights except those intellectual property rights provided by 
TCS or expressly authorised by TCS or without having proper authorisation or license or approval of the 
respective owner of such intellectual property rights. 

b) Participate in any activity for creation (including conception, design, development, testing, implementation, 
support or marketing) of any Intellectual Property for or on behalf of TCS or its affiliates if Associate has been 
exposed, directly or indirectly, to any Third Party IP which is in the same subject area (such as research area, 
technology or application area) as, or which is same or similar to, the Intellectual Property or any portion thereof, 
to be so created, unless; 

i) Associate has expressly declared to TCS in a prescribed form whether such exposure was owing to publically 
available information or under and subject to any agreement; AND 

ii) TCS has expressly confirmed to the Associate that TCS has proper authorization or license or approval of the 
respective owner of such Third Party IP to use the same in Intellectual Property or portion thereof to be created 
and authorized in writing Associate's participation in such activity. 

c) knowingly access, make reference to or use any Third Party IP (except as permitted under Section 5(a), 
directly or indirectly, during the period of association with the creation (conception, design, development, testing, 
implementation, support or marketing) of TCS Intellectual Property or portion thereof, which is in the same subject 
area of TCS Intellectual Property or which is same or similar to such TCS Intellectual Property or portion thereof 
being created. In case, Associate access or is exposed to any such Third Party IP during such association, 
Associate shall promptly bring it to the notice of TCS IP asset owner or TCS project manager in writing and 
immediately cease to participate in any such activity 

6. Security policies and Guidelines.
6.1 Associate agrees to abide by and be bound by any and all policies, documents, guidelines and processes 
including IP, Information Security and Confidentiality of TCS in force from time to time whether expressly 
endorsed or not. 

6.2 Associate acknowledge and agree that in the course of, and as a result of his/her engagement with TCS, 
Associate will have access to, obtain or come across personal data or information of other TCS Associates or 
Clients, including without limitation, sensitive personal data or information (collectively "Personal Data and 
Information") within the meaning of the applicable Indian Law and Rules or any other applicable Law, directive or 
regulation anywhere in the world. In respect of any such Personal Data and Information accessed, obtained, 
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acquired or processed by Associate for and on behalf of TCS, its affiliates or Clients, Associate undertake that 
he/she will: 

(a) process the Personal Data and Information only on behalf of TCS, its Affiliates or Clients, as the case may be, 
and only on and in accordance with instructions received from the data controller from time to time; 

(b) abide by such technical and organizational measures necessary to prevent the accidental or 
unlawful destruction or accidental loss, alteration, un-authorized disclosure or access to the Personal Data and 
Information; 

(c) promptly (and in any event within 24 hours of awareness) bring to notice of TCS or its Affiliates, as the case 
may be, of any actual or suspected incident of unauthorized or accidental disclosure of, or access to, the Personal 
Data and Information or other breach of this section (a "Security Breach"); 

(d) promptly provide TCS with all information in Associate's notice, possession or control concerning any Security 
Breach and not make any public announcement regarding a Security Breach without TCS's prior written consent; 

(e) not do, or omit to do, anything, which would cause TCS or any of its employees, officers or agents to be in 
breach of its obligations under any privacy or data protection policy, regulation or legislation; 

(f) upon expiry or termination of Associate's engagement with TCS, return all copies of the Personal Data and 
Information to TCS in Associate's possession or control; and 

(g) promptly bring to TCS notice of any request received from a data subject to have access to his/her Personal 
Data and Information or of any other communication relating to the access, use or processing of any Personal 
Data and Information (including any notice from the regulatory body) and fully co-operate and assist TCS in 
relation to any such request or communication. 

6.3 Associate expressly consent that TCS and/or its affiliates may collect, use, transfer, retain or otherwise 
process Associate's Personal Data and Information in connection with his/her engagement with TCS, in 
accordance with the then / current TCS policies and procedures and applicable privacy and data protection 
legislation. TCS may use third party services or sub-contractors to collect or otherwise process Associate's 
Personal Data and Information for which TCS shall remain responsible for such third party services provider or 
sub-contractor's compliance with TCS's obligations hereunder. 

7. Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client's premises or from home (remote working) as per 
the directions of supervisor and / or the provisions of the applicable policy. 

Associate understands that working in this hybrid environment may have higher confidentiality and information 
security risks. Associate acknowledges that when working remotely the Associate: 

a) Will work only in a private, secured work area in compliance with the guidelines issued and amended from time 
to time. 

b) Will comply with and work in a manner consistent with TCS Data Privacy and Security Policies/Protocols. 

c) Will bring to the notice of HR of the Unit to any circumstances that prevent Associate from working in a manner 
consistent with TCS data privacy and security policies/ protocols. 

d) Will inform the HR of the Unit if the Associate shares a home with any family member or an individual who is 
employed by a competitor of TCS or TCS client the Associate is assigned to, or if any other circumstances at 
home exist which implicates the TCS Code of Conduct Conflict of Interest provision. 

10Private and Confidential
TCSL/DT20234237942



e) Will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure obligations. 

f) Will be using the Company allotted laptop or similar authorized computing device (together called "official 
asset") only to connect to TCS network/customer network through authorized means (or the Customer provided 
laptop to access the customer network if so, mandated by the Customer). 

g) Will not allow anybody to share the official asset being used. 

8. Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, sell, incorporate or 
otherwise exploit, for his or her own use or for any other purpose, any of the Confidential Information including 
intellectual properties of TCS that is or may be revealed to him or her by TCS or which may in the course of his or 
her employment with TCS come into his or her possession or knowledge unless specifically authorized to do so in 
writing by TCS. 

9. No License
TCS and Associate agree that no license under any patent or copyright now existing or hereafter obtained by TCS 
is granted, agreed to be granted, or implied by the terms of this Agreement, or by the disclosure to Associate of 
the Confidential Information. 

10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession and / or knowledge of 
Associate is of a unique, highly confidential and proprietary nature. It is further acknowledged by Associate that 
the disclosure, distribution, dissemination and / or release by Associate of the Confidential Information without the 
prior written consent of TCS or any breach of the Confidentiality, Data and IP Protection Terms by Associate will 
cause TCS to suffer severe, immediate and irreparable damage and that upon any such breach or any threat 
thereof, TCS shall without prejudice to any other remedies available to it, be entitled to appropriate equitable relief 
including the relief of specific performance and injunctive relief, in addition to whatever remedies it might have at 
law. 

11.  General
(a)The provisions hereof shall be interpreted, determined and enforced in accordance with the laws of India. 

(b)In the event of any dispute or disagreement over the interpretation of any of the terms herein 
contained or any claim or liability of any party, the same shall be referred to a person to be nominated by TCS, 
whose decision shall be final and binding upon the parties hereto. Subject to the above, the arbitration shall be 
governed by the Arbitration and Conciliation Act, 1996 or any modifications or re-enactment thereof. Associate 
confirms that the fact that the arbitrator shall be a nominee of TCS shall not be a ground for objecting to such 
arbitration or challenging the decision of the arbitrator. The venue of arbitration shall be Mumbai. Subject to the 
above arbitration clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the laws of 
India. 

(c)If any provision hereof shall be found by a judicial tribunal to be contrary to governing law, it shall be deemed 
null and void without annulling or rendering invalid the remainder of the Agreement and if the invalid portion is 
such that the remainder cannot be sustained without it, the Parties herein shall find a suitable replacement to the 
invalid portion that shall be legally valid. 

(d)This Confidentiality, Data and IP Protection Terms along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the parties and supersedes all 
prior agreements and understandings pertaining to the subject matter thereof. No delay of omission of either Party 
in exercising or enforcing any of their rights or remedies hereunder shall constitute a waiver thereof. 

(e)This Confidentiality, Data and IP Protection Terms may not be amended except in writing signed by authorized 
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representatives of both parties. 

(f)The obligations of Associate in terms of this Confidentiality, Data and IP Protection Terms shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall continue thereafter in 
perpetuity. 

Please complete and return these documents to the TCSL HR executive, within 7 days of receiving this 
offer. 

This is to confirm that I have received the Letter of Offer on ________________ . 

I hereby accept this Offer and intend to join service on__________________. 

Name: 

Address: 

Signature: 

Date: 

12Private and Confidential
TCSL/DT20234237942



Offer: BUSINESS PROCESS SERVICES
Ref: TCSL/DT20233995467/Kolkata/BPS/BTN
Date: 27/07/2023

Ms. Sanjana  Kumari
Bibiganj Maida Toli Danapur Cantt Patna
Ward No. - 18
Near Lahan Eye Center Danapur
Patna-801503
Bihar
Tel# 91-6200486556

Dear Ms. Sanjana  Kumari,

Sub: Letter of Offer and Terms of Traineeship

Thank you for exploring training opportunities with Tata Consultancy Services Limited(TCSL). You have successfully 
completed our initial selection process and we are pleased to make you an offer as "Trainee BPS" for a period of 12 
months. During this period you will be paid a stipend of Rs. 10,250/- per month.You will be engaged as a Trainee / 
Apprentice under the model / certified Standing Orders (as the case may be) applicable to you. 

Kindly confirm your acceptance of this traineeship by proposing your date of joining and signing Annexure 1. If not 
accepted within 7 days of receipt, this offer is liable to lapse at the discretion of the Company. You may handover your 
acceptance letter to the HR Officer/ Induction Officer at any of our offices. 

After you accept this letter of traineeship and clear the medical check-up, and background check you will be given a 
letter of appointment as a trainee indicating the details of your joining date and initial place of posting after completing 
joining formalities as per company policy. 

TCS decision of releasing the Offer of Traineeship and allowing you to join the organization before completion of your 
final Graduation examination which has been uncertainly delayed owing to COVID-19 Pandemic, shall not be 
construed as a waiver of the condition specified in the Terms of Traineeship under clause 'Pre-requisites of 
Traineeship'. The status of your Graduation completion will be reviewed periodically. The Management reserves the 
right to revoke this Offer of Traineeship if it is later established that you could not successfully complete your 
Graduation without any pending arrears/backlogs. 
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OTHER BENEFITS

1. Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependents under the company's Health 
Insurance Scheme (HIS). You are automatically covered under a default HIS Plan. 

You have the flexibility to choose a plan which is higher than the existing default plan, by paying the applicable 
additional premium plus Service Tax, in which case the below benefits can be availed: 

a) Domiciliary Cover: This is a provision to cover the cost incurred towards any domiciliary treatment up to a 
specified limit for each insured person per annum. 

b) Base Cover: This is a provision to cover the cost incurred on hospitalization treatments up to a specified limit for 
each insured person per annum. 

c) Floater Cover: This benefit covers the hospitalization expenses incurred over and above the basic 
hospitalization cover limit. This is a family floater cover for you and your enrolled dependents. 

The total premium is split between Base Cover and Floater Cover Premium as per the plan applicable. 

i. Base Cover Premium: Towards Domiciliary and Base cover for self, spouse and up to three children is entirely 
borne by TCSL , provided these members are explicitly enrolled by you under the scheme. Additionally, if you 
wish to cover dependent parents/parents-in-law or remaining children, the applicable premium per insured person 
is to be borne by you. 

ii. Floater Cover Premium: Towards Floater cover is to be borne by you. 

*Note: The above Health Insurance Scheme is subject to revision. The policy changes if any, in future, will prevail 
. For further details, please refer to the policy document 

2. Professional Memberships:
You will be eligible for reimbursement of expenses towards professional membership as per TCSL 's policy. 

3. Social Security - Employees' State Insurance:
The company will contribute 3.25% of your stipend or such amount as determined by law towards ESI
contribution till you remain covered under Employee's State Insurance Act, 1948.

4. Compensation Benefits under ESI Act / Employees' Compensation Act:
If you are covered under Employees State Insurance Act (ESI Act), 1948 you are entitled to claim the benefits in 
the event of accidental injury resulting into death or disablement arising out of and in the course of employment, 
from Employees' State Insurance Corporation. 

If you are out of the purview of ESI Act, you will be eligible for compensation benefit in the event of death / 
disablement arising out of and in the course of employment as per the benefits under the Company's Afterlife 
Benefit Policy / Personal accident insurance scheme, whichever is applicable. For more details on this, refer TCS 
India policy - Afterlife Benefits and TCS India policy - Health Insurance after joining the organization. 

* Inclusion or exclusion of an employee under 'Employee State Insurance Corporation' is as defined as per the 
ESIC Act 

5. Night Shift Stipend:
Trainees assigned to night shifts for training would be eligible for a Night Shift Stipend of Rs. 200/- per shift 
as per the company policy. 
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6. Process Specific Stipend:
Based on your allocation, to a process and on account of the process complexity involved, you may be eligible for 
additional process specific stipend, as defined by the Company. 

TERMS OF TRAINEESHIP

1. Traineeship Pre-requisites
Your appointment as a Trainee / Apprentice under the model / certified Standing Order will be subject to 
successful completion of your graduation examination without any pending arrears / back logs during the entire 
course duration. 

It is clearly understood, agreed and made abundantly clear that in case you do not successfully clear your 
graduation your traineeship with TCSL will be discontinued without any notice or notice pay 

It is mandatory to declare the gaps / arrears / back log, if any, during your academics and work experience. The 
management reserves the right to withdraw/revoke the offer of traineeship at any time at its sole discretion in case 
of any discrepancy or false information is found in the details submitted by you. 

2. Traineeship Period:
During the period of your training of 12 months, you may be required to undergo classroom and on the job 
training. During this period, you may be appraised to evaluate your performance and if your performance is found 
to be satisfactory, you may be absorbed / appointed in the regular employment of the Company at its sole 
discretion. 

It is hereby specifically clarified that the Company is under no obligation whatsoever to absorb / appoint you on 
regular basis upon successful completion of your training period of 12 months. You shall not be deemed to have 
been absorbed / appointed in the regular employment of the company, unless & until you receive a written 
communication in this regard from the Company. 

If your performance is found unsatisfactory, TCSL may terminate your traineeship forthwith by giving you 30 
calendar days' notice in writing or payment of stipend for 30 calendar days in lieu thereof. 

If you remain on unauthorized absence for a consecutive period of 3 days during the training programme without 
authorisation or intimation, a presumption shall arise that you have abandoned your traineeship and the company 
shall be entitled to disqualify and disentitle you forthwith for any further training and your name is liable to be 
automatically stand discontinued from the list of ILP trainees without any further intimation / separate 
communication to you. 

3. Hours of Training:
You may be required to undergo training in shifts and / or in extended training hours as permitted by law. 

4. Leave:
You will be entitled for leaves as per the company's policy. 

5. Transport:
TCS BPS provides company transport facility within a pre-defined radius for each location as defined in the 
company transport policy. TCS employees living beyond these boundaries would be required to make their own 
arrangements and the routes are predetermined and not permitted to be varied under any circumstances. The 
company will make appropriate provisions for those working in night shift as permitted by law/ policy. 
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6. Alternative Occupation / Traineeship:
During the period of your traineeship at TCSL , you are not permitted to undertake any other traineeship, 
employment, business, assume any public or private office, honorary or remunerative, without the prior written 
permission of the company. 

7. Confidentiality, Data and Intellectual Property Protection:
As part of the joining formalities, you are required to sign a Confidentiality, Data and IP Protection Terms, which 
aims to protect the intellectual property rights and business information of TCSL and its clients. The detailed 
Confidentiality, Data and IP Protection related terms and conditions are set out in Annexure 2 

8. Work in SBWS mode:
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model framework that allows 
seamless deployment of virtual workspaces in a secure manner that enables flexible working options aligned to its 
business objectives. You may be required to work either from TCS offices/TCS Client offices or from home 
(remote working) as per the requirements of the project or group you are assigned to work with and as 
communicated to you by the Unit HR or your supervisor. You are required to abide by the Policy and / or 
Guidelines issued by TCS from time to time while operating within this framework. For more details, please refer 
the Policy / Guideline document on Remote Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such flexible working and ensure 
adherence to TCS Security Policies/Protocols and Confidentiality obligations at all times. 

9. TATA Code of Conduct:
You are required to sign the TATA Code of Conduct and follow the same in your day to day conduct as a trainee 
of TCSL . 

10.  Notice Period:
You will have to give at least 30 calendar days' prior notice in writing before discontinuing your traineeship with the 
Company. The Company may discontinue your traineeship by giving you 30 calendar days' notice in writing or 
payment of stipend for 30 days in lieu thereof. 

11.  Medical Test:
You are required to undergo a pre-Traineeship medical check-up and obtain a fitness certificate from the 
registered medical practitioner/Doctor. This is a pre-condition for Traineeship. Please collect the medical check-up 
authorization letter from the company HR executive, at the time of submitting your written acceptance of this offer. 
To verify your identification, we request you to carry a photograph and a photo identification document issued by 
government like passport, PAN card, Election Card, Driving License etc. If you are a campus recruit, you may 
produce your current educational institute`s photo identification card in the absence of government photo 
identification document. 

Retention of reasonable medical fitness is also a condition of Traineeship. The company also reserves the right to 
get yourself examined by a doctor at any time during your Traineeship and futher employment(if absorbed in 
Regular Employment) to ascertain your medical fitness. The opinion of the doctor appointed by the company shall 
be final and binding on both parties. Your failure, refusal or inability to appear for such medical examination will 
result in the determination of your Traineeship or Employment as the case may be without any notice or notice 
pay in lieu of notice. 

Your Traineeship or further Employment (if absorbed in Regular Employment) is liable to be discontinued / 
terminated on account of your continued ill health or if you are found to be medically unfit for the job as may be 
certified by the company's doctor. 

12. Background Check:
Your traineeship will be subject to a background check in line with the Company's background check policy. A 
specially appointed agency will conduct internal and external background checks. Normally, such checks are 
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completed within one month of joining. If the background checks are unfavorable or at a variance with your own 
declarations, your traineeship will be discontinued without any notice. 

13. Submission of Documents:
At the time of your joining traineeship, photocopy of the following documents should be submitted. Please carry 
the original copies for verification. 

- Standard X and XII Mark sheets equivalent
- Degree certificate and mark sheets for all semesters
- Postgraduate degree certificate and mark sheets for all semesters (if you are a Post-graduate)
- Birth Certificate / Proof of Age
- Passport
- 6 photographs - passport size
- An affidavit / notarised undertaking that there is no criminal offence registered/pending against you.
Your original documents will be returned to you after verification. 

14. Initial Learning Programme (ILP)
On joining TCSL as Trainee, you will be given the benefit of formal & on the job training ("Initial Learning 
Programme") at the location, as identified, for such a period as TCSL may decide. The said training 
programme forms a critical part of your traineeship and is an ongoing process. TCSL continues to make 
investment on training and development of its trainees. This will be of immense value to you and a large part of 
ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing process and a formal 
evaluation will be carried out during the training. We would request that the training be taken very seriously to 
enable you to add maximum value to your professional and personal growth. 

15. Letter of Appointment
Your will be issued a letter of appointment on your joining and after completing joining formalities as per 
TCSL policy 

16. Personal Data Processing:
Your personal data collected and developed during recruitment process will be processed in accordance with the 
TCS Data Privacy Policy. The personal data referred therein are details related to contact, family, education, 
personal identifiers issued by government, social profile, background references, previous employment and 
experience, medical history, skillset, proficiency and certifications, job profile and your career aspirations. 

It will be processed for various organizational purposes such as recruitment, onboarding, background check, 
project assignment, performance management, job rotation, career development including at leadership level, 
diversity and inclusion initiatives, global mobility, wellness program, statutory and legal requirements and specific 
organizational initiatives in force during your tenure in TCS. 

After you join TCS, there would be more sets of Personal Information (PI) attributes processed for various 
legitimate purposes. All of it will be processed with compliance to applicable laws and the TCS Data Privacy 
Policy. In some scenarios of your PI processing, you will be provided with appropriate notice and/or explicit 
consent might be obtained from time to time. 

For the purposes mentioned above, your required PI may be shared with specific vendor organizations who 
provide services to TCS, e.g. background check, health insurance, counselling, travel, transport and visa, payroll 
services, associate engagement activities, and financial and taxation services. 

As TCS is a global company, your PI may be shared with entities outside India, limited for the purposes mentioned 
above and/or in this offer letter. 
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In case of oversees deputation, available privacy rights would be governed as per regulatory provisions and / or 
TCS policies/notice provided applicable at your overseas location. 

17. Terms and conditions:
The above terms and conditions of traineeship are specific to your traineeship period in India. 

18. Rules and Regulations of the Company:
Your traineeship will be governed by the policies, rules, regulations, practices, processes and procedures of the 
Company as applicable to you and the changes therein from time to time. 

19. Compliance to all clauses:
You will be required to fulfill all the terms and conditions mentioned in this letter of offer of traineeship. Any failure 
to fulfill any term and /or condition and/or failure to clear any test successfully would entitle TCSL in 
withdrawing this letter of traineeship at its sole discretion. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not interested in the 
Traineeship and this offer will be automatically withdrawn. Post acceptance of TCSL offer letter if you fail to join on 
the date provided in the TCSL joining letter, the offer will stand automatically terminated at the sole discretion of 
TCSL . 

We look forward to having you in our global team. 

Yours Sincerely, 

For Tata Consultancy Services Limited. 
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Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click Here or use a QR code scanner from your

mobile to validate the offer letter

Encl: Annexure 1: Acceptance
        Annexure 2: Confidentiality, Data and Intellectual Property Protection Terms

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=4U44TU6TL8L83qxUUx4UZZFZLUL806qT03qTFpFFZiFZ43444L4436xUb3LiTL6TUT4U90pZL6L


ANNEXURE 1

For the candidate to complete:

This is to confirm that I have received the letter of offer and Terms of Traineeship ref No   
TCSL/DT20233995467/Kolkata/BPS/BTN on _____________ (MMM/DD/YYYY).   
I hereby accept this Offer and intend to join traineeship on:

Signature:

Name:
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Annexure 2

                                   Confidentiality, Data and Intellectual Property Protection Terms

1. Confidential Information
"Conf ident ia l  Informat ion" shal l  mean al l  Invent ions and Know-how, informat ion and mater ia l  
of TCS and its subsidiaries as applicable (Collectively termed as TCS) (including for avoidance of doubt any 
Confidential Information of its Clients) that comes into the possession or know of the Associate and shall include 
the following: 

(a) Any and all information processing programs, software, properties, items, information, data, material or any 
nature whatsoever or any parts thereof, additions thereto and materials related thereto, produced or created at 
any time by TCS or the Associate in the course of or in connection with or arising out of the Associate's 
association with TCS. Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, manufacture, operation, 
specifications, use and services of the TCS equipment and components, including, but not limited to, engineering 
and laboratory notebooks, reports, process data, test data, performance data, inventions, trade secrets, systems, 
software, object codes, source codes, copyrighted matters, methods, drawings, computations, calculations, 
computer programs, narrations, flow charts and all documentation therefore and all copies thereof (including for 
avoidance of doubt any such material belonging to the Clients of TCS) 

(c) Corporate strategies and other confidential and proprietary material and information, which could cause 
competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, gathered or collected or 
obtained by the Associate in the course of or arising out of the association with TCS or while in or in connection 
with or for the purposes of his/her association with TCS or any of the operations and entrusted by TCS to the 
Associate. 

2. Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade secret of TCS. Associate 
agrees not to use, or cause to be used, or disclose or divulge or part with either directly or indirectly any 
Confidential Information for the benefit of or to any third parties except for or on behalf of or as directed or 
authorized by TCS or to a person having a valid contract with TCS . Upon termination of employment, the 
Associate agrees to surrender to TCS all Confidential Information that he or she may then possess or have under 
his or her control. 

3. Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential Information shall at all times 
vest in and remain with or belong to TCS and Associate shall have no right title or claim of any nature whatsoever 
in the Confidential Information. Associate shall promptly disclose to an authorized officer of TCS all inventions, 
ideas, innovations, discoveries, improvements, suggestions, or reports and enhancements made, created, 
developed, conceived or devised by him or her arising out of his or her engagement with TCS, including in the 
course of provision of services to the Clients of TCS and Associate hereby agrees and confirms that all such 
intellectual property rights shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any interest in and to any 
domestic or foreign patent rights, trademarks, trade names copyrights and trade secret rights therein and any 
renewals thereof. On request of TCS, Associate shall execute from time to time, during or after the termination of 
his or her employment, such further instruments, including without limitations, applications for letters of patent, 
trademarks, trade names and copyrights or assignments thereof, as may be deemed necessary or desirable by 
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TCS to perfect the title of TCS in the intellectual property rights and to effectuate the provisions hereof. All 
expenses of filling or prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any such applications. Associate 
hereby expressly waives any "artist's rights" or "moral rights", which Associate might otherwise have in such 
intellectual property rights. 

4. Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no knowledge of the 
Confidential Information of TCS and that such Confidential Information is of a confidential and secret character 
and is vital to the continued success of TCS's business. Associate further acknowledges that he or she is 
associated with TCS in a capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential Information, it is necessary 
for TCS to protect such Confidential Information by holding it secret and confidential. 

5. Use of third party material
Associate expressly agrees that Associate shall not in the course of his or her association with TCS and while 
working on the premises or facilities of TCS or its Clients or in connection with the development of any intellectual 
property rights or work for or on behalf of TCS; 

a) use any third party material or intellectual property rights except those intellectual property rights provided by 
TCS or expressly authorised by TCS or without having proper authorisation or license or approval of the 
respective owner of such intellectual property rights. 

b) Participate in any activity for creation (including conception, design, development, testing, implementation, 
support or marketing) of any Intellectual Property for or on behalf of TCS or its affiliates if Associate has been 
exposed, directly or indirectly, to any Third Party IP which is in the same subject area (such as research area, 
technology or application area) as, or which is same or similar to, the Intellectual Property or any portion thereof, 
to be so created, unless; 

i) Associate has expressly declared to TCS in a prescribed form whether such exposure was owing to publically 
available information or under and subject to any agreement; AND 

ii) TCS has expressly confirmed to the Associate that TCS has proper authorization or license or approval of the 
respective owner of such Third Party IP to use the same in Intellectual Property or portion thereof to be created 
and authorized in writing Associate's participation in such activity. 

c) knowingly access, make reference to or use any Third Party IP (except as permitted under Section 5(a), 
directly or indirectly, during the period of association with the creation (conception, design, development, testing, 
implementation, support or marketing) of TCS Intellectual Property or portion thereof, which is in the same subject 
area of TCS Intellectual Property or which is same or similar to such TCS Intellectual Property or portion thereof 
being created. In case, Associate access or is exposed to any such Third Party IP during such association, 
Associate shall promptly bring it to the notice of TCS IP asset owner or TCS project manager in writing and 
immediately cease to participate in any such activity 

6. Security policies and Guidelines.
6.1 Associate agrees to abide by and be bound by any and all policies, documents, guidelines and processes 
including IP, Information Security and Confidentiality of TCS in force from time to time whether expressly 
endorsed or not. 

6.2 Associate acknowledge and agree that in the course of, and as a result of his/her engagement with TCS, 
Associate will have access to, obtain or come across personal data or information of other TCS Associates or 
Clients, including without limitation, sensitive personal data or information (collectively "Personal Data and 
Information") within the meaning of the applicable Indian Law and Rules or any other applicable Law, directive or 
regulation anywhere in the world. In respect of any such Personal Data and Information accessed, obtained, 
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acquired or processed by Associate for and on behalf of TCS, its affiliates or Clients, Associate undertake that 
he/she will: 

(a) process the Personal Data and Information only on behalf of TCS, its Affiliates or Clients, as the case may be, 
and only on and in accordance with instructions received from the data controller from time to time; 

(b) abide by such technical and organizational measures necessary to prevent the accidental or 
unlawful destruction or accidental loss, alteration, un-authorized disclosure or access to the Personal Data and 
Information; 

(c) promptly (and in any event within 24 hours of awareness) bring to notice of TCS or its Affiliates, as the case 
may be, of any actual or suspected incident of unauthorized or accidental disclosure of, or access to, the Personal 
Data and Information or other breach of this section (a "Security Breach"); 

(d) promptly provide TCS with all information in Associate's notice, possession or control concerning any Security 
Breach and not make any public announcement regarding a Security Breach without TCS's prior written consent; 

(e) not do, or omit to do, anything, which would cause TCS or any of its employees, officers or agents to be in 
breach of its obligations under any privacy or data protection policy, regulation or legislation; 

(f) upon expiry or termination of Associate's engagement with TCS, return all copies of the Personal Data and 
Information to TCS in Associate's possession or control; and 

(g) promptly bring to TCS notice of any request received from a data subject to have access to his/her Personal 
Data and Information or of any other communication relating to the access, use or processing of any Personal 
Data and Information (including any notice from the regulatory body) and fully co-operate and assist TCS in 
relation to any such request or communication. 

6.3 Associate expressly consent that TCS and/or its affiliates may collect, use, transfer, retain or otherwise 
process Associate's Personal Data and Information in connection with his/her engagement with TCS, in 
accordance with the then / current TCS policies and procedures and applicable privacy and data protection 
legislation. TCS may use third party services or sub-contractors to collect or otherwise process Associate's 
Personal Data and Information for which TCS shall remain responsible for such third party services provider or 
sub-contractor's compliance with TCS's obligations hereunder. 

7. Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client's premises or from home (remote working) as per 
the directions of supervisor and / or the provisions of the applicable policy. 

Associate understands that working in this hybrid environment may have higher confidentiality and information 
security risks. Associate acknowledges that when working remotely the Associate: 

a) Will work only in a private, secured work area in compliance with the guidelines issued and amended from time 
to time. 

b) Will comply with and work in a manner consistent with TCS Data Privacy and Security Policies/Protocols. 

c) Will bring to the notice of HR of the Unit to any circumstances that prevent Associate from working in a manner 
consistent with TCS data privacy and security policies/ protocols. 

d) Will inform the HR of the Unit if the Associate shares a home with any family member or an individual who is 
employed by a competitor of TCS or TCS client the Associate is assigned to, or if any other circumstances at 
home exist which implicates the TCS Code of Conduct Conflict of Interest provision. 
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e) Will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure obligations. 

f) Will be using the Company allotted laptop or similar authorized computing device (together called "official 
asset") only to connect to TCS network/customer network through authorized means (or the Customer provided 
laptop to access the customer network if so, mandated by the Customer). 

g) Will not allow anybody to share the official asset being used. 

8. Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, sell, incorporate or 
otherwise exploit, for his or her own use or for any other purpose, any of the Confidential Information including 
intellectual properties of TCS that is or may be revealed to him or her by TCS or which may in the course of his or 
her employment with TCS come into his or her possession or knowledge unless specifically authorized to do so in 
writing by TCS. 

9. No License
TCS and Associate agree that no license under any patent or copyright now existing or hereafter obtained by TCS 
is granted, agreed to be granted, or implied by the terms of this Agreement, or by the disclosure to Associate of 
the Confidential Information. 

10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession and / or knowledge of 
Associate is of a unique, highly confidential and proprietary nature. It is further acknowledged by Associate that 
the disclosure, distribution, dissemination and / or release by Associate of the Confidential Information without the 
prior written consent of TCS or any breach of the Confidentiality, Data and IP Protection Terms by Associate will 
cause TCS to suffer severe, immediate and irreparable damage and that upon any such breach or any threat 
thereof, TCS shall without prejudice to any other remedies available to it, be entitled to appropriate equitable relief 
including the relief of specific performance and injunctive relief, in addition to whatever remedies it might have at 
law. 

11.  General
(a)The provisions hereof shall be interpreted, determined and enforced in accordance with the laws of India. 

(b)In the event of any dispute or disagreement over the interpretation of any of the terms herein 
contained or any claim or liability of any party, the same shall be referred to a person to be nominated by TCS, 
whose decision shall be final and binding upon the parties hereto. Subject to the above, the arbitration shall be 
governed by the Arbitration and Conciliation Act, 1996 or any modifications or re-enactment thereof. Associate 
confirms that the fact that the arbitrator shall be a nominee of TCS shall not be a ground for objecting to such 
arbitration or challenging the decision of the arbitrator. The venue of arbitration shall be Mumbai. Subject to the 
above arbitration clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the laws of 
India. 

(c)If any provision hereof shall be found by a judicial tribunal to be contrary to governing law, it shall be deemed 
null and void without annulling or rendering invalid the remainder of the Agreement and if the invalid portion is 
such that the remainder cannot be sustained without it, the Parties herein shall find a suitable replacement to the 
invalid portion that shall be legally valid. 

(d)This Confidentiality, Data and IP Protection Terms along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the parties and supersedes all 
prior agreements and understandings pertaining to the subject matter thereof. No delay of omission of either Party 
in exercising or enforcing any of their rights or remedies hereunder shall constitute a waiver thereof. 

(e)This Confidentiality, Data and IP Protection Terms may not be amended except in writing signed by authorized 
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representatives of both parties. 

(f)The obligations of Associate in terms of this Confidentiality, Data and IP Protection Terms shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall continue thereafter in 
perpetuity. 

Please complete and return these documents to the TCSL HR executive, within 7 days of receiving this 
offer. 

This is to confirm that I have received the Letter of Offer on ________________ . 

I hereby accept this Offer and intend to join service on__________________. 

Name: 

Address: 

Signature: 

Date: 
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Provisional Offer : BUSINESS PROCESS SERVICES
Ref: TCSL/DT20234239956/Kolkata/BPS/BTN
Date:03/08/2023

Dear Ms.  Sheetal  Awasthi,

Sub: Letter of Provisional Offer and Terms of Employment.

Thank you for exploring opportunities with Tata Consultancy Services Limited(TCSL). You have 
successfully completed our initial selection process and we are pleased to make you a provisional 
offer of Traineeship. 

You have been selected for a twelve month traineeship program at grade BPOS. You will receive a 
fixed monthly stipend during your internship. Your stipend amount will be decided on the basis of 
joining location and the process in which you will get allocation. The same will be communicated to 
you along with the detailed offer letter. 

Kindly confirm your acceptance on the traineeship offered by signing Annexure 1. If not accepted 
within 30 days of receipt, this offer of traineeship is liable to lapse at the discretion of the Company. 

This is a provisional offer of traineeship and should not be construed as an Offer of Employment 
from TCSL. A detailed offer of traineeship will follow within 7 days from completion of all 
documentation formalities and your aforesaid acceptance on this provisional offer. The Offer of 
traineeship will be made to you provided this - opportunity continues to be available with TCSL. 

Your traineeship with TCS is subject to your being declared medically fit and retaining that fitness 
during the tenure in the company and your Background / Reference check being favourable and 
acceptable to the Company. 

On joining and successful completion of all Joining formalities including the back ground verification, 
you will be issued a Letter of Appointment by TCSL. 

Your appointment will be governed by the policies, rules, regulations, practices, processes and 
procedures of TCSL as applicable to you and the changes therein from time to time. 
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Please also note, TCS BPS provides company transport facility within a pre-defined radius for each 
location as defined in the company transport policy. Those living beyond these boundaries would be 
required to make their own arrangements to reach the nearest location convenient to them from 
where they can be picked up or dropped. 

Yours Sincerely, 

For Tata Consultancy Services Limited. 

2Private and Confidential

TCSL/DT20234239956

Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click Here or use a QR code scanner from your

mobile to validate the offer letter

ANNEXURE 1

For the candidate to complete:

This is to confirm that I have received & hereby accept the Provisional Letter of Traineeship Ref 
No TCSL/DT20234239956/Kolkata/BPS/BTN on ________________(DD/MMM/YYYY).

Signature:

Name:

Date:

https://nextstep.tcs.com/campus?displayPage=pol_verf&authKey=Z4FZ3FxU4944qTq6qbq6pTpFbxLiLLL8qUq6Uq4U8b88pppFxbx48388Z8FZqFq68388qpq6p0p


 

Offer Letter for Employment 

Aug 25, 2023 
 
To, 
Shekhar Ranjan, 
 
Greetings for the day! 
 
Subsequent to your interview with us, we are pleased to inform that you have been selected as 
“Svatantra Risk Officer” for Govindpur. 
 
You are scheduled to join us on September 04, 2023. 

We take this opportunity to congratulate you on your new job and wish you all the best for your new 
assignment. 

You are requested to report on September 04, 2023by 09.30 AM at the below mentioned address: 

Svatantra Microfin Private Limited 
Patna -  C/O-Arpita Anand/Smriti Smita, Shashi Complex, Pillar No-38, Opposite Punjab National 
Bank, Rajabazar, Patna, Bihar - 800014 
 
This offer stands cancelled after September 04, 2023. 
 
You will be entitled to receive Compensation and Benefits of INR CTC 280000/-per annum (Annexure 
attached herewith), subject to various deductions as per Company and Government policy from time 
to time. 
 
In the event of your employment, in case you voluntary resign within One (1) year from your date of 
joining the company, you will be required to pay the recruitment expenses, over and above any 
other expenses which has been incurred during your tenure. 
 
Kindly note that this offer is valid subject to an acceptable feedback from your reference check, CIBIL 
check wherever applicable and antecedent check. 
 
We welcome you to Svatantra Microfin Pvt. Ltd. And hope it would be the beginning of a long and 
mutually beneficial association. 

Kindly sign this letter as an acknowledgement of your acceptance of this offer letter and reply with 
the scanned copy of this letter. 

Yours Sincerely,  
 
KRANTI SETY  
PRESIDENT - HUMAN RESOURCES 
SVATANTRA MICROFIN PVT. LTD. 



 
 
 
 
 

ANNEXURE 
 

ANNUAL COMPENSATION BREAKUP  

Name of the Employee   Shekhar Ranjan 

Designation  Svatantra Risk Officer 

Department  Risk 

Date of Joining  September 04, 2023 

Location  Govindpur 

Band  Supervisors (S) 

Grade  S - 1 

      

SALARY COMPONENTS MONTHLY (INR) ANNUAL (INR) 

Basic Salary 12300 147600 

House Rent Allowance 615 7380 

Bonus 1025 12295 

Transport Allowance 1997 23964 

Food Allowance 1664 19970 

Vehicle Allowance 1664 19970 

Customer Handling Allowance 1331 15976 

Gross Salary (A) 20596 247156 

Deductions   

Employee Contribution to PF 1476 17712 

Employee Contribution to ESIC 155 1854 

Total Deductions (B) 1631 19566 

Net Take Home Pay  18966 227590 

Retiral Benefits   

Employer's Contribution to PF 1476 17712 

Employer's Contribution to ESIC 669 8033 

Gratuity 592 7100 

Total Retirals Benefits  ( C )  2737 32844 

FIXED COST TO COMPANY (CTC) 
(A + C) 

23333 280000 

GPA / GTL / GMC As Per Company Policy 

GMC  –  Sum Insured 2,00,000 

Note: 
1. Insurance Benefits (GMC) – Premium borne by employer & employee. This mediclaim covers 
employee, spouse and upto two children. Parents will be included in the policy, after the employee 
successfully completes ‘One’ year in the organization. 

2. Payouts will be based on number of days worked in a year. 

3. Professional Tax, LWF and other applicable taxes will be deducted as per statutory regulations 
from time to time. 
4. The Gratuity is paid at the end of the employment period, subject to completion of 5 years of 
satisfactory services. 

5. Mobile and Fuel expenses shall be reimbursed as per Company Policy- If Applicable. 

6. Performance based Incentives shall be paid as per Company Policy – If Applicable. 

 
 
 
 
 



 
 
 
 
 
 
 
 
 

 
 
**Kindly carry original documents for verification. 
 

Joining Kit Documents 

Sr. No. Documents 

1 PAN Card 

2 Aadhaar Card 

3 Driving License 

4 Voter Id 

5 Passport 

6 PG Certificate / Marksheet 

7 Degree Certificate / Marksheet 

8 12th Certificate / Marksheet 

9 10th Certificate / Marksheet 

10 Any other Degree / Certificate 

11 Last 3 Month Salary Slip 

12 Appointment Letter From Previous Company 

13 Relieving Letter From All Previous Company 

14 Experience Letter 

15 Full & Final Settlement Letter 

16 Personal Account Details (Cancelled Cheque/ Passbook Copy) 

17 4 Passport Size Photograph 

18 Last 3 Months Electricity Bill/LPG Receipt (Cylinder Refill Receipt)/ Postpaid Mobile Bill 



Offer: BUSINESS PROCESS SERVICES
Ref: TCSL/DT20234236606/Kolkata/BPS/BTN
Date: 21/08/2023

Ms. Shraddha  Rani
Jrs - 5
Jhun Jhun Mahal
Gardanibagh
Patna-800001
Bihar
Tel# 91-9135186923

Dear Ms. Shraddha  Rani,

Sub: Letter of Offer and Terms of Traineeship

Thank you for exploring training opportunities with Tata Consultancy Services Limited(TCSL). You have successfully 
completed our initial selection process and we are pleased to make you an offer as "Trainee BPS" for a period of 12 
months. During this period you will be paid a stipend of Rs. 10,660/- per month.You will be engaged as a Trainee / 
Apprentice under the model / certified Standing Orders (as the case may be) applicable to you. 

Kindly confirm your acceptance of this traineeship by proposing your date of joining and signing Annexure 1. If not 
accepted within 7 days of receipt, this offer is liable to lapse at the discretion of the Company. You may handover your 
acceptance letter to the HR Officer/ Induction Officer at any of our offices. 

After you accept this letter of traineeship and clear the medical check-up, and background check you will be given a 
letter of appointment as a trainee indicating the details of your joining date and initial place of posting after completing 
joining formalities as per company policy. 

TCS decision of releasing the Offer of Traineeship and allowing you to join the organization before completion of your 
final Graduation examination which has been uncertainly delayed owing to COVID-19 Pandemic, shall not be 
construed as a waiver of the condition specified in the Terms of Traineeship under clause 'Pre-requisites of 
Traineeship'. The status of your Graduation completion will be reviewed periodically. The Management reserves the 
right to revoke this Offer of Traineeship if it is later established that you could not successfully complete your 
Graduation without any pending arrears/backlogs. 
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OTHER BENEFITS

1. Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependents under the company's Health 
Insurance Scheme (HIS). 

Entitlement - Under this scheme, you and your enrolled dependents will be entitled for Rs. 5, 00,000/- as a family 
cover under the default HIS plan towards hospitalization expenses. 

Premium rates and contribution will be applicable as per the TCS Health Insurance Policy and the amendment 
made therein from time to time. You have the flexibility to choose a plan which is higher than the default HIS plan 
during the permitted window, by paying the applicable additional premium plus taxes. 

*Note: The above Health Insurance Scheme is subject to revision. The policy changes if any, in future, will prevail 
. For further details, please refer to the policy document 

2. Professional Memberships:
You will be eligible for reimbursement of expenses towards professional membership as per TCSL 's policy. 

3. Social Security - Employees' State Insurance:
The company will contribute 3.25% of your stipend or such amount as determined by law towards ESI
contribution till you remain covered under Employee's State Insurance Act, 1948.

4. Compensation Benefits under ESI Act / Employees' Compensation Act:
If you are covered under Employees State Insurance Act (ESI Act), you are entitled to claim the benefits in the 
event of accidental injury resulting into death or disablement arising out of and in the course of employment, from 
Employees' State Insurance Corporation. 

If you are out of the purview of ESI Act, you will be eligible for compensation benefit in the event of disablement 
arising out of and in the course of employment as per applicable Company policy. In the event of death arising out 
of and in the course of employment, your beneficiary will be eligible for compensation as per the Company's 
policy. For more details on this, refer TCS India policy - Afterlife Benefits and TCS India policy - Health Insurance 
after joining the organization. 

* Inclusion or exclusion of an employee under 'Employee State Insurance Corporation' is as defined as per the 
ESIC Act 

5. Night Shift Stipend:
Trainees assigned to night shifts for training would be eligible for a Night Shift Stipend of Rs. 200/- per shift 
as per the company policy. 

6. Process Specific Stipend:
Based on your allocation, to a process and on account of the process complexity involved, you may be eligible for 
additional process specific stipend, as defined by the Company. 

TERMS OF TRAINEESHIP

1. Traineeship Pre-requisites
Your appointment as a Trainee / Apprentice under the model / certified Standing Order will be subject to 
successful completion of your graduation examination without any pending arrears / back logs during the entire 
course duration. 
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It is clearly understood, agreed and made abundantly clear that in case you do not successfully clear your 
graduation your traineeship with TCSL will be discontinued without any notice or notice pay 

It is mandatory to declare the gaps / arrears / back log, if any, during your academics and work experience. The 
management reserves the right to withdraw/revoke the offer of traineeship at any time at its sole discretion in case 
of any discrepancy or false information is found in the details submitted by you. 

2. Traineeship Period:
During the period of your training of 12 months, you may be required to undergo classroom and on the job 
training. During this period, you may be appraised to evaluate your performance and if your performance is found 
to be satisfactory, you may be absorbed / appointed in the regular employment of the Company at its sole 
discretion. 

It is hereby specifically clarified that the Company is under no obligation whatsoever to absorb / appoint you on 
regular basis upon successful completion of your training period of 12 months. You shall not be deemed to have 
been absorbed / appointed in the regular employment of the company, unless & until you receive a written 
communication in this regard from the Company. 

If your performance is found unsatisfactory, TCSL may terminate your traineeship forthwith by giving you 30 
calendar days' notice in writing or payment of stipend for 30 calendar days in lieu thereof. 

If you remain on unauthorized absence for a consecutive period of 3 days during the training programme without 
authorisation or intimation, a presumption shall arise that you have abandoned your traineeship and the company 
shall be entitled to disqualify and disentitle you forthwith for any further training and your name is liable to be 
automatically stand discontinued from the list of ILP trainees without any further intimation / separate 
communication to you. 

3. Hours of Training:
You may be required to undergo training in shifts and / or in extended training hours as permitted by law. 

4. Leave:
You will be entitled for leaves as per the company's policy. 

5. Transport:
TCS BPS provides company transport facility within a pre-defined radius for each location as defined in the 
company transport policy. TCS employees living beyond these boundaries would be required to make their own 
arrangements and the routes are predetermined and not permitted to be varied under any circumstances. The 
company will make appropriate provisions for those working in night shift as permitted by law/ policy. 

6. Alternative Occupation / Traineeship:
During the period of your traineeship at TCSL , you are not permitted to undertake any other traineeship, 
employment, business, assume any public or private office, honorary or remunerative, without the prior written 
permission of the company. 

7. Confidentiality, Data and Intellectual Property Protection:
As part of the joining formalities, you are required to sign a Confidentiality, Data and IP Protection Terms, which 
aims to protect the intellectual property rights and business information of TCSL and its clients. The detailed 
Confidentiality, Data and IP Protection related terms and conditions are set out in Annexure 2 

8. Work in SBWS mode:
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model framework that allows 
seamless deployment of virtual workspaces in a secure manner that enables flexible working options aligned to its 
business objectives. You may be required to work either from TCS offices/TCS Client offices or from home 
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(remote working) as per the requirements of the project or group you are assigned to work with and as 
communicated to you by the Unit HR or your supervisor. You are required to abide by the Policy and / or 
Guidelines issued by TCS from time to time while operating within this framework. For more details, please refer 
the Policy / Guideline document on Remote Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such flexible working and ensure 
adherence to TCS Security Policies/Protocols and Confidentiality obligations at all times. 

9. TATA Code of Conduct:
You are required to sign the TATA Code of Conduct and follow the same in your day to day conduct as a trainee 
of TCSL . 

10.  Notice Period:
You will have to give at least 30 calendar days' prior notice in writing before discontinuing your traineeship with the 
Company. The Company may discontinue your traineeship by giving you 30 calendar days' notice in writing or 
payment of stipend for 30 days in lieu thereof. 

11.  Medical Test:
You are required to undergo a pre-Traineeship medical check-up and obtain a fitness certificate from the 
registered medical practitioner/Doctor. This is a pre-condition for Traineeship. Please collect the medical check-up 
authorization letter from the company HR executive, at the time of submitting your written acceptance of this offer. 
To verify your identification, we request you to carry a photograph and a photo identification document issued by 
government like passport, PAN card, Election Card, Driving License etc. If you are a campus recruit, you may 
produce your current educational institute`s photo identification card in the absence of government photo 
identification document. 

Retention of reasonable medical fitness is also a condition of Traineeship. The company also reserves the right to 
get yourself examined by a doctor at any time during your Traineeship and futher employment(if absorbed in 
Regular Employment) to ascertain your medical fitness. The opinion of the doctor appointed by the company shall 
be final and binding on both parties. Your failure, refusal or inability to appear for such medical examination will 
result in the determination of your Traineeship or Employment as the case may be without any notice or notice 
pay in lieu of notice. 

Your Traineeship or further Employment (if absorbed in Regular Employment) is liable to be discontinued / 
terminated on account of your continued ill health or if you are found to be medically unfit for the job as may be 
certified by the company's doctor. 

12. Background Check:
Your traineeship will be subject to a background check in line with the Company's background check policy. A 
specially appointed agency will conduct internal and external background checks. Normally, such checks are 
completed within one month of joining. If the background checks are unfavorable or at a variance with your own 
declarations, your traineeship will be discontinued without any notice. 

13. Submission of Documents:
At the time of your joining traineeship, photocopy of the following documents should be submitted. Please carry 
the original copies for verification. 

- Standard X and XII Mark sheets equivalent
- Degree certificate and mark sheets for all semesters
- Postgraduate degree certificate and mark sheets for all semesters (if you are a Post-graduate)
- Birth Certificate / Proof of Age
- Passport
- 6 photographs - passport size
- An affidavit / notarised undertaking that there is no criminal offence registered/pending against you.
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Your original documents will be returned to you after verification. 

14. Initial Learning Programme (ILP)
On joining TCSL as Trainee, you will be given the benefit of formal & on the job training ("Initial Learning 
Programme") at the location, as identified, for such a period as TCSL may decide. The said training 
programme forms a critical part of your traineeship and is an ongoing process. TCSL continues to make 
investment on training and development of its trainees. This will be of immense value to you and a large part of 
ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing process and a formal 
evaluation will be carried out during the training. We would request that the training be taken very seriously to 
enable you to add maximum value to your professional and personal growth. 

15. Letter of Appointment
Your will be issued a letter of appointment on your joining and after completing joining formalities as per 
TCSL policy 

16. Personal Data Processing:
Your personal data collected and developed during recruitment process will be processed in accordance with the 
TCS Data Privacy Policy. The personal data referred therein are details related to contact, family, education, 
personal identifiers issued by government, social profile, background references, previous employment and 
experience, medical history, skillset, proficiency and certifications, job profile and your career aspirations. 

It will be processed for various organizational purposes such as recruitment, onboarding, background check, 
project assignment, performance management, job rotation, career development including at leadership level, 
diversity and inclusion initiatives, global mobility, wellness program, statutory and legal requirements and specific 
organizational initiatives in force during your tenure in TCS. 

After you join TCS, there would be more sets of Personal Information (PI) attributes processed for various 
legitimate purposes. All of it will be processed with compliance to applicable laws and the TCS Data Privacy 
Policy. In some scenarios of your PI processing, you will be provided with appropriate notice and/or explicit 
consent might be obtained from time to time. 

For the purposes mentioned above, your required PI may be shared with specific vendor organizations who 
provide services to TCS, e.g. background check, health insurance, counselling, travel, transport and visa, payroll 
services, associate engagement activities, and financial and taxation services. 

As TCS is a global company, your PI may be shared with entities outside India, limited for the purposes mentioned 
above and/or in this offer letter. 

In case of oversees deputation, available privacy rights would be governed as per regulatory provisions and / or 
TCS policies/notice provided applicable at your overseas location. 

17. Terms and conditions:
The above terms and conditions of traineeship are specific to your traineeship period in India. 

18. Rules and Regulations of the Company:
Your traineeship will be governed by the policies, rules, regulations, practices, processes and procedures of the 
Company as applicable to you and the changes therein from time to time. 

19. Compliance to all clauses:
You will be required to fulfill all the terms and conditions mentioned in this letter of offer of traineeship. Any failure 
to fulfill any term and /or condition and/or failure to clear any test successfully would entitle TCSL in 
withdrawing this letter of traineeship at its sole discretion. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not interested in the 
Traineeship and this offer will be automatically withdrawn. Post acceptance of TCSL offer letter if you fail to join on 
the date provided in the TCSL joining letter, the offer will stand automatically terminated at the sole discretion of 
TCSL . 

We look forward to having you in our global team. 

Yours Sincerely, 

For Tata Consultancy Services Limited. 
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Girish V. Nandimath
Global Head, Talent Acquisition & Academic Interface

Click Here or use a QR code scanner from your

mobile to validate the offer letter

Encl: Annexure 1: Acceptance
        Annexure 2: Confidentiality, Data and Intellectual Property Protection Terms

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=4644L0L8p0pFFTFF8488ZZFZLpL84p44L8L8bTLiL8L834xUb9Li3qxU34xUb8LiiT8i30xUb4L


ANNEXURE 1

For the candidate to complete:

This is to confirm that I have received the letter of offer and Terms of Traineeship ref No   
TCSL/DT20234236606/Kolkata/BPS/BTN on _____________ (MMM/DD/YYYY).   
I hereby accept this Offer and intend to join traineeship on:

Signature:

Name:
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Annexure 2

                                   Confidentiality, Data and Intellectual Property Protection Terms

1. Confidential Information
"Conf ident ia l  Informat ion" shal l  mean al l  Invent ions and Know-how, informat ion and mater ia l  
of TCS and its subsidiaries as applicable (Collectively termed as TCS) (including for avoidance of doubt any 
Confidential Information of its Clients) that comes into the possession or know of the Associate and shall include 
the following: 

(a) Any and all information processing programs, software, properties, items, information, data, material or any 
nature whatsoever or any parts thereof, additions thereto and materials related thereto, produced or created at 
any time by TCS or the Associate in the course of or in connection with or arising out of the Associate's 
association with TCS. Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, manufacture, operation, 
specifications, use and services of the TCS equipment and components, including, but not limited to, engineering 
and laboratory notebooks, reports, process data, test data, performance data, inventions, trade secrets, systems, 
software, object codes, source codes, copyrighted matters, methods, drawings, computations, calculations, 
computer programs, narrations, flow charts and all documentation therefore and all copies thereof (including for 
avoidance of doubt any such material belonging to the Clients of TCS) 

(c) Corporate strategies and other confidential and proprietary material and information, which could cause 
competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, gathered or collected or 
obtained by the Associate in the course of or arising out of the association with TCS or while in or in connection 
with or for the purposes of his/her association with TCS or any of the operations and entrusted by TCS to the 
Associate. 

2. Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade secret of TCS. Associate 
agrees not to use, or cause to be used, or disclose or divulge or part with either directly or indirectly any 
Confidential Information for the benefit of or to any third parties except for or on behalf of or as directed or 
authorized by TCS or to a person having a valid contract with TCS . Upon termination of employment, the 
Associate agrees to surrender to TCS all Confidential Information that he or she may then possess or have under 
his or her control. 

3. Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential Information shall at all times 
vest in and remain with or belong to TCS and Associate shall have no right title or claim of any nature whatsoever 
in the Confidential Information. Associate shall promptly disclose to an authorized officer of TCS all inventions, 
ideas, innovations, discoveries, improvements, suggestions, or reports and enhancements made, created, 
developed, conceived or devised by him or her arising out of his or her engagement with TCS, including in the 
course of provision of services to the Clients of TCS and Associate hereby agrees and confirms that all such 
intellectual property rights shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any interest in and to any 
domestic or foreign patent rights, trademarks, trade names copyrights and trade secret rights therein and any 
renewals thereof. On request of TCS, Associate shall execute from time to time, during or after the termination of 
his or her employment, such further instruments, including without limitations, applications for letters of patent, 
trademarks, trade names and copyrights or assignments thereof, as may be deemed necessary or desirable by 
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TCS to perfect the title of TCS in the intellectual property rights and to effectuate the provisions hereof. All 
expenses of filling or prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any such applications. Associate 
hereby expressly waives any "artist's rights" or "moral rights", which Associate might otherwise have in such 
intellectual property rights. 

4. Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no knowledge of the 
Confidential Information of TCS and that such Confidential Information is of a confidential and secret character 
and is vital to the continued success of TCS's business. Associate further acknowledges that he or she is 
associated with TCS in a capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential Information, it is necessary 
for TCS to protect such Confidential Information by holding it secret and confidential. 

5. Use of third party material
Associate expressly agrees that Associate shall not in the course of his or her association with TCS and while 
working on the premises or facilities of TCS or its Clients or in connection with the development of any intellectual 
property rights or work for or on behalf of TCS; 

a) use any third party material or intellectual property rights except those intellectual property rights provided by 
TCS or expressly authorised by TCS or without having proper authorisation or license or approval of the 
respective owner of such intellectual property rights. 

b) Participate in any activity for creation (including conception, design, development, testing, implementation, 
support or marketing) of any Intellectual Property for or on behalf of TCS or its affiliates if Associate has been 
exposed, directly or indirectly, to any Third Party IP which is in the same subject area (such as research area, 
technology or application area) as, or which is same or similar to, the Intellectual Property or any portion thereof, 
to be so created, unless; 

i) Associate has expressly declared to TCS in a prescribed form whether such exposure was owing to publically 
available information or under and subject to any agreement; AND 

ii) TCS has expressly confirmed to the Associate that TCS has proper authorization or license or approval of the 
respective owner of such Third Party IP to use the same in Intellectual Property or portion thereof to be created 
and authorized in writing Associate's participation in such activity. 

c) knowingly access, make reference to or use any Third Party IP (except as permitted under Section 5(a), 
directly or indirectly, during the period of association with the creation (conception, design, development, testing, 
implementation, support or marketing) of TCS Intellectual Property or portion thereof, which is in the same subject 
area of TCS Intellectual Property or which is same or similar to such TCS Intellectual Property or portion thereof 
being created. In case, Associate access or is exposed to any such Third Party IP during such association, 
Associate shall promptly bring it to the notice of TCS IP asset owner or TCS project manager in writing and 
immediately cease to participate in any such activity 

6. Security policies and Guidelines.
6.1 Associate agrees to abide by and be bound by any and all policies, documents, guidelines and processes 
including IP, Information Security and Confidentiality of TCS in force from time to time whether expressly 
endorsed or not. 

6.2 Associate acknowledge and agree that in the course of, and as a result of his/her engagement with TCS, 
Associate will have access to, obtain or come across personal data or information of other TCS Associates or 
Clients, including without limitation, sensitive personal data or information (collectively "Personal Data and 
Information") within the meaning of the applicable Indian Law and Rules or any other applicable Law, directive or 
regulation anywhere in the world. In respect of any such Personal Data and Information accessed, obtained, 
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acquired or processed by Associate for and on behalf of TCS, its affiliates or Clients, Associate undertake that 
he/she will: 

(a) process the Personal Data and Information only on behalf of TCS, its Affiliates or Clients, as the case may be, 
and only on and in accordance with instructions received from the data controller from time to time; 

(b) abide by such technical and organizational measures necessary to prevent the accidental or 
unlawful destruction or accidental loss, alteration, un-authorized disclosure or access to the Personal Data and 
Information; 

(c) promptly (and in any event within 24 hours of awareness) bring to notice of TCS or its Affiliates, as the case 
may be, of any actual or suspected incident of unauthorized or accidental disclosure of, or access to, the Personal 
Data and Information or other breach of this section (a "Security Breach"); 

(d) promptly provide TCS with all information in Associate's notice, possession or control concerning any Security 
Breach and not make any public announcement regarding a Security Breach without TCS's prior written consent; 

(e) not do, or omit to do, anything, which would cause TCS or any of its employees, officers or agents to be in 
breach of its obligations under any privacy or data protection policy, regulation or legislation; 

(f) upon expiry or termination of Associate's engagement with TCS, return all copies of the Personal Data and 
Information to TCS in Associate's possession or control; and 

(g) promptly bring to TCS notice of any request received from a data subject to have access to his/her Personal 
Data and Information or of any other communication relating to the access, use or processing of any Personal 
Data and Information (including any notice from the regulatory body) and fully co-operate and assist TCS in 
relation to any such request or communication. 

6.3 Associate expressly consent that TCS and/or its affiliates may collect, use, transfer, retain or otherwise 
process Associate's Personal Data and Information in connection with his/her engagement with TCS, in 
accordance with the then / current TCS policies and procedures and applicable privacy and data protection 
legislation. TCS may use third party services or sub-contractors to collect or otherwise process Associate's 
Personal Data and Information for which TCS shall remain responsible for such third party services provider or 
sub-contractor's compliance with TCS's obligations hereunder. 

7. Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client's premises or from home (remote working) as per 
the directions of supervisor and / or the provisions of the applicable policy. 

Associate understands that working in this hybrid environment may have higher confidentiality and information 
security risks. Associate acknowledges that when working remotely the Associate: 

a) Will work only in a private, secured work area in compliance with the guidelines issued and amended from time 
to time. 

b) Will comply with and work in a manner consistent with TCS Data Privacy and Security Policies/Protocols. 

c) Will bring to the notice of HR of the Unit to any circumstances that prevent Associate from working in a manner 
consistent with TCS data privacy and security policies/ protocols. 

d) Will inform the HR of the Unit if the Associate shares a home with any family member or an individual who is 
employed by a competitor of TCS or TCS client the Associate is assigned to, or if any other circumstances at 
home exist which implicates the TCS Code of Conduct Conflict of Interest provision. 
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e) Will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure obligations. 

f) Will be using the Company allotted laptop or similar authorized computing device (together called "official 
asset") only to connect to TCS network/customer network through authorized means (or the Customer provided 
laptop to access the customer network if so, mandated by the Customer). 

g) Will not allow anybody to share the official asset being used. 

8. Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, sell, incorporate or 
otherwise exploit, for his or her own use or for any other purpose, any of the Confidential Information including 
intellectual properties of TCS that is or may be revealed to him or her by TCS or which may in the course of his or 
her employment with TCS come into his or her possession or knowledge unless specifically authorized to do so in 
writing by TCS. 

9. No License
TCS and Associate agree that no license under any patent or copyright now existing or hereafter obtained by TCS 
is granted, agreed to be granted, or implied by the terms of this Agreement, or by the disclosure to Associate of 
the Confidential Information. 

10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession and / or knowledge of 
Associate is of a unique, highly confidential and proprietary nature. It is further acknowledged by Associate that 
the disclosure, distribution, dissemination and / or release by Associate of the Confidential Information without the 
prior written consent of TCS or any breach of the Confidentiality, Data and IP Protection Terms by Associate will 
cause TCS to suffer severe, immediate and irreparable damage and that upon any such breach or any threat 
thereof, TCS shall without prejudice to any other remedies available to it, be entitled to appropriate equitable relief 
including the relief of specific performance and injunctive relief, in addition to whatever remedies it might have at 
law. 

11.  General
(a)The provisions hereof shall be interpreted, determined and enforced in accordance with the laws of India. 

(b)In the event of any dispute or disagreement over the interpretation of any of the terms herein 
contained or any claim or liability of any party, the same shall be referred to a person to be nominated by TCS, 
whose decision shall be final and binding upon the parties hereto. Subject to the above, the arbitration shall be 
governed by the Arbitration and Conciliation Act, 1996 or any modifications or re-enactment thereof. Associate 
confirms that the fact that the arbitrator shall be a nominee of TCS shall not be a ground for objecting to such 
arbitration or challenging the decision of the arbitrator. The venue of arbitration shall be Mumbai. Subject to the 
above arbitration clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the laws of 
India. 

(c)If any provision hereof shall be found by a judicial tribunal to be contrary to governing law, it shall be deemed 
null and void without annulling or rendering invalid the remainder of the Agreement and if the invalid portion is 
such that the remainder cannot be sustained without it, the Parties herein shall find a suitable replacement to the 
invalid portion that shall be legally valid. 

(d)This Confidentiality, Data and IP Protection Terms along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the parties and supersedes all 
prior agreements and understandings pertaining to the subject matter thereof. No delay of omission of either Party 
in exercising or enforcing any of their rights or remedies hereunder shall constitute a waiver thereof. 

(e)This Confidentiality, Data and IP Protection Terms may not be amended except in writing signed by authorized 
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representatives of both parties. 

(f)The obligations of Associate in terms of this Confidentiality, Data and IP Protection Terms shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall continue thereafter in 
perpetuity. 

Please complete and return these documents to the TCSL HR executive, within 7 days of receiving this 
offer. 

This is to confirm that I have received the Letter of Offer on ________________ . 

I hereby accept this Offer and intend to join service on__________________. 

Name: 

Address: 

Signature: 

Date: 
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19-May-2023

Dear SHREYASH RAJ,

We are pleased to offer you the position of FINANCIAL SERVICES CONSULTANT at Level - 1 of our
Company.

Components Components Rs. Per annum

Basic 69,000

Supplementary Allowance 111,000

Employer's Contribution to PF 21,600

Statutory Bonus 7,000

Gratuity 3,317

Flexible Compensation Pay 18,083

Total Fixed Pay 230,000

The Company reserves the right to conduct background checks including your antecedent, Education
and employment. Your continuation in employment will be subject to satisfactory reports being
received from all the above mentioned sources.

Please note that this offer is made and is valid subject to your acceptance of the term/conditions of
employment with us and may be withdrawn/modified if any information or representation furnished
by you is  found to be incorrect  or  if  any material  information is  detected by us  to have been
suppressed/misrepresented by you or any action on your part is found to be in contravention to the
terms and conditions of employment or the Company’s Code of Conduct or any Applicable Anti-
Bribery Law and the Anti-Corruption and Bribery Policy of the Company. This offer letter may be
withdrawn by the Company without assigning any reason whatsoever for such withdrawal. This
letter is not to be construed as your letter of appointment, which will be issued separately subject to
the conditions mentioned above.

The Company shall have the right to transfer you to any of its departments / offices or depute you to
group companies, anywhere in India. In case of deputation to a group Company, the terms and
conditions of your employment including gross salary and benefits, etc. as stated in this letter will
continue to be applicable.

Registered Office : ICICI Prudential Life Insurance Company Limited
ICICI PruLife Towers, 1089, Appasaheb Marathe Marg, Prabhadevi, Mumbai – 400 025, India.

Tel.: 4039 1600, 6644 1600 ∙ Fax: 2437 6638 ∙ Visit us at: www.iciciprulife.com
CIN : L66010MH2000PLC127837



You are required to submit the requisite documents & proofs of successful completion of your
graduation course within 6 months of joining the organization.

We look forward to your joining the company and wish you a long and successful career with the
organization.

Best Regards,

Subhashish Banerji
Executive Vice President
Human Resources
ICICI Prudential Life Insurance Co. Ltd.

Registered Office : ICICI Prudential Life Insurance Company Limited
ICICI PruLife Towers, 1089, Appasaheb Marathe Marg, Prabhadevi, Mumbai – 400 025, India.

Tel.: 4039 1600, 6644 1600 ∙ Fax: 2437 6638 ∙ Visit us at: www.iciciprulife.com
CIN : L66010MH2000PLC127837
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Provisional Offer : BUSINESS PROCESS SERVICES
Ref: TCSL/DT20223615676/Kolkata/BPS/BTN
Date:21/04/2023

Dear Mr.  Shreyash  Raj,

Sub: Letter of Provisional Offer and Terms of Employment.

Thank you for exploring opportunities with Tata Consultancy Services Limited(TCSL). You have 
successfully completed our initial selection process and we are pleased to make you a provisional 
offer of Traineeship. 

You have been selected for a twelve month traineeship program at grade BPOS. You will receive a 
fixed monthly stipend during your internship. Your stipend amount will be decided on the basis of 
joining location and the process in which you will get allocation. The same will be communicated to 
you along with the detailed offer letter. 

Kindly confirm your acceptance on the traineeship offered by signing Annexure 1. If not accepted 
within 30 days of receipt, this offer of traineeship is liable to lapse at the discretion of the Company. 

This is a provisional offer of traineeship and should not be construed as an Offer of Employment 
from TCSL. A detailed offer of traineeship will follow within 7 days from completion of all 
documentation formalities and your aforesaid acceptance on this provisional offer. The Offer of 
traineeship will be made to you provided this - opportunity continues to be available with TCSL. 

Your traineeship with TCS is subject to your being declared medically fit and retaining that fitness 
during the tenure in the company and your Background / Reference check being favourable and 
acceptable to the Company. 

On joining and successful completion of all Joining formalities including the back ground verification, 
you will be issued a Letter of Appointment by TCSL. 

Your appointment will be governed by the policies, rules, regulations, practices, processes and 
procedures of TCSL as applicable to you and the changes therein from time to time. 
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Please also note, TCS BPS provides company transport facility within a pre-defined radius for each 
location as defined in the company transport policy. Those living beyond these boundaries would be 
required to make their own arrangements to reach the nearest location convenient to them from 
where they can be picked up or dropped. 

Yours Sincerely, 

For Tata Consultancy Services Limited. 
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Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click Here or use a QR code scanner from your

mobile to validate the offer letter

ANNEXURE 1

For the candidate to complete:

This is to confirm that I have received & hereby accept the Provisional Letter of Traineeship Ref 
No TCSL/DT20223615676/Kolkata/BPS/BTN on ________________(DD/MMM/YYYY).

Signature:

Name:

Date:

https://nextstep.tcs.com/campus?displayPage=pol_verf&authKey=q0q608qTpFpFZ4FZx8x4T96Tq3q6pFpF06qTiL8iL0L8xZx4bZLiqbq69ZpZUi4U34xU94pZ9Fp


Offer: BUSINESS PROCESS SERVICES
Ref: TCSL/DT20234236398/Kolkata/BPS/BTN
Date: 03/08/2023

Ms. Shrishty  Sharan
Kasba Krishna Bag Loha Ka Pul Patna City 800008
Kasba Krishna Bag Loha Ka Pul Patna City 800008
Shiv Mandir
Patna City-800008
Bihar
Tel# 91-8579049080

Dear Ms. Shrishty  Sharan,

Sub: Letter of Offer and Terms of Traineeship

Thank you for exploring training opportunities with Tata Consultancy Services Limited(TCSL). You have successfully 
completed our initial selection process and we are pleased to make you an offer as "Trainee BPS" for a period of 12 
months. During this period you will be paid a stipend of Rs. 10,250/- per month.You will be engaged as a Trainee / 
Apprentice under the model / certified Standing Orders (as the case may be) applicable to you. 

Kindly confirm your acceptance of this traineeship by proposing your date of joining and signing Annexure 1. If not 
accepted within 7 days of receipt, this offer is liable to lapse at the discretion of the Company. You may handover your 
acceptance letter to the HR Officer/ Induction Officer at any of our offices. 

After you accept this letter of traineeship and clear the medical check-up, and background check you will be given a 
letter of appointment as a trainee indicating the details of your joining date and initial place of posting after completing 
joining formalities as per company policy. 

TCS decision of releasing the Offer of Traineeship and allowing you to join the organization before completion of your 
final Graduation examination which has been uncertainly delayed owing to COVID-19 Pandemic, shall not be 
construed as a waiver of the condition specified in the Terms of Traineeship under clause 'Pre-requisites of 
Traineeship'. The status of your Graduation completion will be reviewed periodically. The Management reserves the 
right to revoke this Offer of Traineeship if it is later established that you could not successfully complete your 
Graduation without any pending arrears/backlogs. 
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OTHER BENEFITS

1. Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependents under the company's Health 
Insurance Scheme (HIS). You are automatically covered under a default HIS Plan. 

You have the flexibility to choose a plan which is higher than the existing default plan, by paying the applicable 
additional premium plus Service Tax, in which case the below benefits can be availed: 

a) Domiciliary Cover: This is a provision to cover the cost incurred towards any domiciliary treatment up to a 
specified limit for each insured person per annum. 

b) Base Cover: This is a provision to cover the cost incurred on hospitalization treatments up to a specified limit for 
each insured person per annum. 

c) Floater Cover: This benefit covers the hospitalization expenses incurred over and above the basic 
hospitalization cover limit. This is a family floater cover for you and your enrolled dependents. 

The total premium is split between Base Cover and Floater Cover Premium as per the plan applicable. 

i. Base Cover Premium: Towards Domiciliary and Base cover for self, spouse and up to three children is entirely 
borne by TCSL , provided these members are explicitly enrolled by you under the scheme. Additionally, if you 
wish to cover dependent parents/parents-in-law or remaining children, the applicable premium per insured person 
is to be borne by you. 

ii. Floater Cover Premium: Towards Floater cover is to be borne by you. 

*Note: The above Health Insurance Scheme is subject to revision. The policy changes if any, in future, will prevail 
. For further details, please refer to the policy document 

2. Professional Memberships:
You will be eligible for reimbursement of expenses towards professional membership as per TCSL 's policy. 

3. Social Security - Employees' State Insurance:
The company will contribute 3.25% of your stipend or such amount as determined by law towards ESI
contribution till you remain covered under Employee's State Insurance Act, 1948.

4. Compensation Benefits under ESI Act / Employees' Compensation Act:
If you are covered under Employees State Insurance Act (ESI Act), 1948 you are entitled to claim the benefits in 
the event of accidental injury resulting into death or disablement arising out of and in the course of employment, 
from Employees' State Insurance Corporation. 

If you are out of the purview of ESI Act, you will be eligible for compensation benefit in the event of death / 
disablement arising out of and in the course of employment as per the benefits under the Company's Afterlife 
Benefit Policy / Personal accident insurance scheme, whichever is applicable. For more details on this, refer TCS 
India policy - Afterlife Benefits and TCS India policy - Health Insurance after joining the organization. 

* Inclusion or exclusion of an employee under 'Employee State Insurance Corporation' is as defined as per the 
ESIC Act 

5. Night Shift Stipend:
Trainees assigned to night shifts for training would be eligible for a Night Shift Stipend of Rs. 200/- per shift 
as per the company policy. 
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6. Process Specific Stipend:
Based on your allocation, to a process and on account of the process complexity involved, you may be eligible for 
additional process specific stipend, as defined by the Company. 

TERMS OF TRAINEESHIP

1. Traineeship Pre-requisites
Your appointment as a Trainee / Apprentice under the model / certified Standing Order will be subject to 
successful completion of your graduation examination without any pending arrears / back logs during the entire 
course duration. 

It is clearly understood, agreed and made abundantly clear that in case you do not successfully clear your 
graduation your traineeship with TCSL will be discontinued without any notice or notice pay 

It is mandatory to declare the gaps / arrears / back log, if any, during your academics and work experience. The 
management reserves the right to withdraw/revoke the offer of traineeship at any time at its sole discretion in case 
of any discrepancy or false information is found in the details submitted by you. 

2. Traineeship Period:
During the period of your training of 12 months, you may be required to undergo classroom and on the job 
training. During this period, you may be appraised to evaluate your performance and if your performance is found 
to be satisfactory, you may be absorbed / appointed in the regular employment of the Company at its sole 
discretion. 

It is hereby specifically clarified that the Company is under no obligation whatsoever to absorb / appoint you on 
regular basis upon successful completion of your training period of 12 months. You shall not be deemed to have 
been absorbed / appointed in the regular employment of the company, unless & until you receive a written 
communication in this regard from the Company. 

If your performance is found unsatisfactory, TCSL may terminate your traineeship forthwith by giving you 30 
calendar days' notice in writing or payment of stipend for 30 calendar days in lieu thereof. 

If you remain on unauthorized absence for a consecutive period of 3 days during the training programme without 
authorisation or intimation, a presumption shall arise that you have abandoned your traineeship and the company 
shall be entitled to disqualify and disentitle you forthwith for any further training and your name is liable to be 
automatically stand discontinued from the list of ILP trainees without any further intimation / separate 
communication to you. 

3. Hours of Training:
You may be required to undergo training in shifts and / or in extended training hours as permitted by law. 

4. Leave:
You will be entitled for leaves as per the company's policy. 

5. Transport:
TCS BPS provides company transport facility within a pre-defined radius for each location as defined in the 
company transport policy. TCS employees living beyond these boundaries would be required to make their own 
arrangements and the routes are predetermined and not permitted to be varied under any circumstances. The 
company will make appropriate provisions for those working in night shift as permitted by law/ policy. 
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6. Alternative Occupation / Traineeship:
During the period of your traineeship at TCSL , you are not permitted to undertake any other traineeship, 
employment, business, assume any public or private office, honorary or remunerative, without the prior written 
permission of the company. 

7. Confidentiality, Data and Intellectual Property Protection:
As part of the joining formalities, you are required to sign a Confidentiality, Data and IP Protection Terms, which 
aims to protect the intellectual property rights and business information of TCSL and its clients. The detailed 
Confidentiality, Data and IP Protection related terms and conditions are set out in Annexure 2 

8. Work in SBWS mode:
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model framework that allows 
seamless deployment of virtual workspaces in a secure manner that enables flexible working options aligned to its 
business objectives. You may be required to work either from TCS offices/TCS Client offices or from home 
(remote working) as per the requirements of the project or group you are assigned to work with and as 
communicated to you by the Unit HR or your supervisor. You are required to abide by the Policy and / or 
Guidelines issued by TCS from time to time while operating within this framework. For more details, please refer 
the Policy / Guideline document on Remote Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such flexible working and ensure 
adherence to TCS Security Policies/Protocols and Confidentiality obligations at all times. 

9. TATA Code of Conduct:
You are required to sign the TATA Code of Conduct and follow the same in your day to day conduct as a trainee 
of TCSL . 

10.  Notice Period:
You will have to give at least 30 calendar days' prior notice in writing before discontinuing your traineeship with the 
Company. The Company may discontinue your traineeship by giving you 30 calendar days' notice in writing or 
payment of stipend for 30 days in lieu thereof. 

11.  Medical Test:
You are required to undergo a pre-Traineeship medical check-up and obtain a fitness certificate from the 
registered medical practitioner/Doctor. This is a pre-condition for Traineeship. Please collect the medical check-up 
authorization letter from the company HR executive, at the time of submitting your written acceptance of this offer. 
To verify your identification, we request you to carry a photograph and a photo identification document issued by 
government like passport, PAN card, Election Card, Driving License etc. If you are a campus recruit, you may 
produce your current educational institute`s photo identification card in the absence of government photo 
identification document. 

Retention of reasonable medical fitness is also a condition of Traineeship. The company also reserves the right to 
get yourself examined by a doctor at any time during your Traineeship and futher employment(if absorbed in 
Regular Employment) to ascertain your medical fitness. The opinion of the doctor appointed by the company shall 
be final and binding on both parties. Your failure, refusal or inability to appear for such medical examination will 
result in the determination of your Traineeship or Employment as the case may be without any notice or notice 
pay in lieu of notice. 

Your Traineeship or further Employment (if absorbed in Regular Employment) is liable to be discontinued / 
terminated on account of your continued ill health or if you are found to be medically unfit for the job as may be 
certified by the company's doctor. 

12. Background Check:
Your traineeship will be subject to a background check in line with the Company's background check policy. A 
specially appointed agency will conduct internal and external background checks. Normally, such checks are 

4Private and Confidential
TCSL/DT20234236398



completed within one month of joining. If the background checks are unfavorable or at a variance with your own 
declarations, your traineeship will be discontinued without any notice. 

13. Submission of Documents:
At the time of your joining traineeship, photocopy of the following documents should be submitted. Please carry 
the original copies for verification. 

- Standard X and XII Mark sheets equivalent
- Degree certificate and mark sheets for all semesters
- Postgraduate degree certificate and mark sheets for all semesters (if you are a Post-graduate)
- Birth Certificate / Proof of Age
- Passport
- 6 photographs - passport size
- An affidavit / notarised undertaking that there is no criminal offence registered/pending against you.
Your original documents will be returned to you after verification. 

14. Initial Learning Programme (ILP)
On joining TCSL as Trainee, you will be given the benefit of formal & on the job training ("Initial Learning 
Programme") at the location, as identified, for such a period as TCSL may decide. The said training 
programme forms a critical part of your traineeship and is an ongoing process. TCSL continues to make 
investment on training and development of its trainees. This will be of immense value to you and a large part of 
ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing process and a formal 
evaluation will be carried out during the training. We would request that the training be taken very seriously to 
enable you to add maximum value to your professional and personal growth. 

15. Letter of Appointment
Your will be issued a letter of appointment on your joining and after completing joining formalities as per 
TCSL policy 

16. Personal Data Processing:
Your personal data collected and developed during recruitment process will be processed in accordance with the 
TCS Data Privacy Policy. The personal data referred therein are details related to contact, family, education, 
personal identifiers issued by government, social profile, background references, previous employment and 
experience, medical history, skillset, proficiency and certifications, job profile and your career aspirations. 

It will be processed for various organizational purposes such as recruitment, onboarding, background check, 
project assignment, performance management, job rotation, career development including at leadership level, 
diversity and inclusion initiatives, global mobility, wellness program, statutory and legal requirements and specific 
organizational initiatives in force during your tenure in TCS. 

After you join TCS, there would be more sets of Personal Information (PI) attributes processed for various 
legitimate purposes. All of it will be processed with compliance to applicable laws and the TCS Data Privacy 
Policy. In some scenarios of your PI processing, you will be provided with appropriate notice and/or explicit 
consent might be obtained from time to time. 

For the purposes mentioned above, your required PI may be shared with specific vendor organizations who 
provide services to TCS, e.g. background check, health insurance, counselling, travel, transport and visa, payroll 
services, associate engagement activities, and financial and taxation services. 

As TCS is a global company, your PI may be shared with entities outside India, limited for the purposes mentioned 
above and/or in this offer letter. 
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In case of oversees deputation, available privacy rights would be governed as per regulatory provisions and / or 
TCS policies/notice provided applicable at your overseas location. 

17. Terms and conditions:
The above terms and conditions of traineeship are specific to your traineeship period in India. 

18. Rules and Regulations of the Company:
Your traineeship will be governed by the policies, rules, regulations, practices, processes and procedures of the 
Company as applicable to you and the changes therein from time to time. 

19. Compliance to all clauses:
You will be required to fulfill all the terms and conditions mentioned in this letter of offer of traineeship. Any failure 
to fulfill any term and /or condition and/or failure to clear any test successfully would entitle TCSL in 
withdrawing this letter of traineeship at its sole discretion. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not interested in the 
Traineeship and this offer will be automatically withdrawn. Post acceptance of TCSL offer letter if you fail to join on 
the date provided in the TCSL joining letter, the offer will stand automatically terminated at the sole discretion of 
TCSL . 

We look forward to having you in our global team. 

Yours Sincerely, 

For Tata Consultancy Services Limited. 
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Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click Here or use a QR code scanner from your

mobile to validate the offer letter

Encl: Annexure 1: Acceptance
        Annexure 2: Confidentiality, Data and Intellectual Property Protection Terms

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=b0LiiF8iTF6T80888388TT6T69668Z8880883bxU4F44xqx48i883TxULTL8Z3FZ4Z44T66T0pq


ANNEXURE 1

For the candidate to complete:

This is to confirm that I have received the letter of offer and Terms of Traineeship ref No   
TCSL/DT20234236398/Kolkata/BPS/BTN on _____________ (MMM/DD/YYYY).   
I hereby accept this Offer and intend to join traineeship on:

Signature:

Name:
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Annexure 2

                                   Confidentiality, Data and Intellectual Property Protection Terms

1. Confidential Information
"Conf ident ia l  Informat ion" shal l  mean al l  Invent ions and Know-how, informat ion and mater ia l  
of TCS and its subsidiaries as applicable (Collectively termed as TCS) (including for avoidance of doubt any 
Confidential Information of its Clients) that comes into the possession or know of the Associate and shall include 
the following: 

(a) Any and all information processing programs, software, properties, items, information, data, material or any 
nature whatsoever or any parts thereof, additions thereto and materials related thereto, produced or created at 
any time by TCS or the Associate in the course of or in connection with or arising out of the Associate's 
association with TCS. Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, manufacture, operation, 
specifications, use and services of the TCS equipment and components, including, but not limited to, engineering 
and laboratory notebooks, reports, process data, test data, performance data, inventions, trade secrets, systems, 
software, object codes, source codes, copyrighted matters, methods, drawings, computations, calculations, 
computer programs, narrations, flow charts and all documentation therefore and all copies thereof (including for 
avoidance of doubt any such material belonging to the Clients of TCS) 

(c) Corporate strategies and other confidential and proprietary material and information, which could cause 
competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, gathered or collected or 
obtained by the Associate in the course of or arising out of the association with TCS or while in or in connection 
with or for the purposes of his/her association with TCS or any of the operations and entrusted by TCS to the 
Associate. 

2. Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade secret of TCS. Associate 
agrees not to use, or cause to be used, or disclose or divulge or part with either directly or indirectly any 
Confidential Information for the benefit of or to any third parties except for or on behalf of or as directed or 
authorized by TCS or to a person having a valid contract with TCS . Upon termination of employment, the 
Associate agrees to surrender to TCS all Confidential Information that he or she may then possess or have under 
his or her control. 

3. Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential Information shall at all times 
vest in and remain with or belong to TCS and Associate shall have no right title or claim of any nature whatsoever 
in the Confidential Information. Associate shall promptly disclose to an authorized officer of TCS all inventions, 
ideas, innovations, discoveries, improvements, suggestions, or reports and enhancements made, created, 
developed, conceived or devised by him or her arising out of his or her engagement with TCS, including in the 
course of provision of services to the Clients of TCS and Associate hereby agrees and confirms that all such 
intellectual property rights shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any interest in and to any 
domestic or foreign patent rights, trademarks, trade names copyrights and trade secret rights therein and any 
renewals thereof. On request of TCS, Associate shall execute from time to time, during or after the termination of 
his or her employment, such further instruments, including without limitations, applications for letters of patent, 
trademarks, trade names and copyrights or assignments thereof, as may be deemed necessary or desirable by 

9Private and Confidential
TCSL/DT20234236398



TCS to perfect the title of TCS in the intellectual property rights and to effectuate the provisions hereof. All 
expenses of filling or prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any such applications. Associate 
hereby expressly waives any "artist's rights" or "moral rights", which Associate might otherwise have in such 
intellectual property rights. 

4. Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no knowledge of the 
Confidential Information of TCS and that such Confidential Information is of a confidential and secret character 
and is vital to the continued success of TCS's business. Associate further acknowledges that he or she is 
associated with TCS in a capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential Information, it is necessary 
for TCS to protect such Confidential Information by holding it secret and confidential. 

5. Use of third party material
Associate expressly agrees that Associate shall not in the course of his or her association with TCS and while 
working on the premises or facilities of TCS or its Clients or in connection with the development of any intellectual 
property rights or work for or on behalf of TCS; 

a) use any third party material or intellectual property rights except those intellectual property rights provided by 
TCS or expressly authorised by TCS or without having proper authorisation or license or approval of the 
respective owner of such intellectual property rights. 

b) Participate in any activity for creation (including conception, design, development, testing, implementation, 
support or marketing) of any Intellectual Property for or on behalf of TCS or its affiliates if Associate has been 
exposed, directly or indirectly, to any Third Party IP which is in the same subject area (such as research area, 
technology or application area) as, or which is same or similar to, the Intellectual Property or any portion thereof, 
to be so created, unless; 

i) Associate has expressly declared to TCS in a prescribed form whether such exposure was owing to publically 
available information or under and subject to any agreement; AND 

ii) TCS has expressly confirmed to the Associate that TCS has proper authorization or license or approval of the 
respective owner of such Third Party IP to use the same in Intellectual Property or portion thereof to be created 
and authorized in writing Associate's participation in such activity. 

c) knowingly access, make reference to or use any Third Party IP (except as permitted under Section 5(a), 
directly or indirectly, during the period of association with the creation (conception, design, development, testing, 
implementation, support or marketing) of TCS Intellectual Property or portion thereof, which is in the same subject 
area of TCS Intellectual Property or which is same or similar to such TCS Intellectual Property or portion thereof 
being created. In case, Associate access or is exposed to any such Third Party IP during such association, 
Associate shall promptly bring it to the notice of TCS IP asset owner or TCS project manager in writing and 
immediately cease to participate in any such activity 

6. Security policies and Guidelines.
6.1 Associate agrees to abide by and be bound by any and all policies, documents, guidelines and processes 
including IP, Information Security and Confidentiality of TCS in force from time to time whether expressly 
endorsed or not. 

6.2 Associate acknowledge and agree that in the course of, and as a result of his/her engagement with TCS, 
Associate will have access to, obtain or come across personal data or information of other TCS Associates or 
Clients, including without limitation, sensitive personal data or information (collectively "Personal Data and 
Information") within the meaning of the applicable Indian Law and Rules or any other applicable Law, directive or 
regulation anywhere in the world. In respect of any such Personal Data and Information accessed, obtained, 
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acquired or processed by Associate for and on behalf of TCS, its affiliates or Clients, Associate undertake that 
he/she will: 

(a) process the Personal Data and Information only on behalf of TCS, its Affiliates or Clients, as the case may be, 
and only on and in accordance with instructions received from the data controller from time to time; 

(b) abide by such technical and organizational measures necessary to prevent the accidental or 
unlawful destruction or accidental loss, alteration, un-authorized disclosure or access to the Personal Data and 
Information; 

(c) promptly (and in any event within 24 hours of awareness) bring to notice of TCS or its Affiliates, as the case 
may be, of any actual or suspected incident of unauthorized or accidental disclosure of, or access to, the Personal 
Data and Information or other breach of this section (a "Security Breach"); 

(d) promptly provide TCS with all information in Associate's notice, possession or control concerning any Security 
Breach and not make any public announcement regarding a Security Breach without TCS's prior written consent; 

(e) not do, or omit to do, anything, which would cause TCS or any of its employees, officers or agents to be in 
breach of its obligations under any privacy or data protection policy, regulation or legislation; 

(f) upon expiry or termination of Associate's engagement with TCS, return all copies of the Personal Data and 
Information to TCS in Associate's possession or control; and 

(g) promptly bring to TCS notice of any request received from a data subject to have access to his/her Personal 
Data and Information or of any other communication relating to the access, use or processing of any Personal 
Data and Information (including any notice from the regulatory body) and fully co-operate and assist TCS in 
relation to any such request or communication. 

6.3 Associate expressly consent that TCS and/or its affiliates may collect, use, transfer, retain or otherwise 
process Associate's Personal Data and Information in connection with his/her engagement with TCS, in 
accordance with the then / current TCS policies and procedures and applicable privacy and data protection 
legislation. TCS may use third party services or sub-contractors to collect or otherwise process Associate's 
Personal Data and Information for which TCS shall remain responsible for such third party services provider or 
sub-contractor's compliance with TCS's obligations hereunder. 

7. Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client's premises or from home (remote working) as per 
the directions of supervisor and / or the provisions of the applicable policy. 

Associate understands that working in this hybrid environment may have higher confidentiality and information 
security risks. Associate acknowledges that when working remotely the Associate: 

a) Will work only in a private, secured work area in compliance with the guidelines issued and amended from time 
to time. 

b) Will comply with and work in a manner consistent with TCS Data Privacy and Security Policies/Protocols. 

c) Will bring to the notice of HR of the Unit to any circumstances that prevent Associate from working in a manner 
consistent with TCS data privacy and security policies/ protocols. 

d) Will inform the HR of the Unit if the Associate shares a home with any family member or an individual who is 
employed by a competitor of TCS or TCS client the Associate is assigned to, or if any other circumstances at 
home exist which implicates the TCS Code of Conduct Conflict of Interest provision. 
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e) Will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure obligations. 

f) Will be using the Company allotted laptop or similar authorized computing device (together called "official 
asset") only to connect to TCS network/customer network through authorized means (or the Customer provided 
laptop to access the customer network if so, mandated by the Customer). 

g) Will not allow anybody to share the official asset being used. 

8. Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, sell, incorporate or 
otherwise exploit, for his or her own use or for any other purpose, any of the Confidential Information including 
intellectual properties of TCS that is or may be revealed to him or her by TCS or which may in the course of his or 
her employment with TCS come into his or her possession or knowledge unless specifically authorized to do so in 
writing by TCS. 

9. No License
TCS and Associate agree that no license under any patent or copyright now existing or hereafter obtained by TCS 
is granted, agreed to be granted, or implied by the terms of this Agreement, or by the disclosure to Associate of 
the Confidential Information. 

10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession and / or knowledge of 
Associate is of a unique, highly confidential and proprietary nature. It is further acknowledged by Associate that 
the disclosure, distribution, dissemination and / or release by Associate of the Confidential Information without the 
prior written consent of TCS or any breach of the Confidentiality, Data and IP Protection Terms by Associate will 
cause TCS to suffer severe, immediate and irreparable damage and that upon any such breach or any threat 
thereof, TCS shall without prejudice to any other remedies available to it, be entitled to appropriate equitable relief 
including the relief of specific performance and injunctive relief, in addition to whatever remedies it might have at 
law. 

11.  General
(a)The provisions hereof shall be interpreted, determined and enforced in accordance with the laws of India. 

(b)In the event of any dispute or disagreement over the interpretation of any of the terms herein 
contained or any claim or liability of any party, the same shall be referred to a person to be nominated by TCS, 
whose decision shall be final and binding upon the parties hereto. Subject to the above, the arbitration shall be 
governed by the Arbitration and Conciliation Act, 1996 or any modifications or re-enactment thereof. Associate 
confirms that the fact that the arbitrator shall be a nominee of TCS shall not be a ground for objecting to such 
arbitration or challenging the decision of the arbitrator. The venue of arbitration shall be Mumbai. Subject to the 
above arbitration clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the laws of 
India. 

(c)If any provision hereof shall be found by a judicial tribunal to be contrary to governing law, it shall be deemed 
null and void without annulling or rendering invalid the remainder of the Agreement and if the invalid portion is 
such that the remainder cannot be sustained without it, the Parties herein shall find a suitable replacement to the 
invalid portion that shall be legally valid. 

(d)This Confidentiality, Data and IP Protection Terms along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the parties and supersedes all 
prior agreements and understandings pertaining to the subject matter thereof. No delay of omission of either Party 
in exercising or enforcing any of their rights or remedies hereunder shall constitute a waiver thereof. 

(e)This Confidentiality, Data and IP Protection Terms may not be amended except in writing signed by authorized 
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representatives of both parties. 

(f)The obligations of Associate in terms of this Confidentiality, Data and IP Protection Terms shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall continue thereafter in 
perpetuity. 

Please complete and return these documents to the TCSL HR executive, within 7 days of receiving this 
offer. 

This is to confirm that I have received the Letter of Offer on ________________ . 

I hereby accept this Offer and intend to join service on__________________. 

Name: 

Address: 

Signature: 

Date: 

13Private and Confidential
TCSL/DT20234236398



30/09/2023
HO-Pune
To 
 
Ms. SNEHA JAISWAL, 
HELA BAZAR 
HAJIPUR 
VAISHALI , VAISHALI, BIHAR 
Unit Code: UUKDA2 
Unit Name: East Hub 
 
Subject: Appointment Letter: Insurance Consultant (IC) with Bajaj Allianz Life 
 
Dear Ms. SNEHA JAISWAL, 
 
Congratulations!
This has reference to your application & subsequent discussion with us! We are pleased to offer you the post 
of Insurance Consultant at Bajaj Allianz Life, one of India’s leading private life insurers. You are required to 
report for duties on or before 07/10/2023. Please find below the terms and conditions of your employment.
Please find below the terms and conditions of your employment.

1. Your Agency Code (IC code) is ABLIC1003303063. Kindly mention your Agency Code in all your future 
correspondences with the Company. 
 

2. Sales Manager/Business Development Manager/Agency Development Partner 
(ADP)/Relationship Manager (RM)/ Premier Business Associate (PBA)/Branch Manager. 
You shall be attached to the unit of PRIYA KUMARI Kumari Sales Manager/Business Development 
Manager/ADP/RM/PBA/Branch Manager. The Company reserves the right to detach any Insurance 
Agent(IC) from the unit of the Sales Manager/Business Development Manager/ADP/RM/PBA/Branch 
Manager specified herein for reasons to be recorded in writing. The Company may attach you with 
another Sales Manager/Business Development Manager/ADP/RM/PBA/Branch Manager after such 
detachment. On account of the exigencies of business, the Company may ask you to work with any other 
Unit of any other Sales Manager/Business Development Manager/ADP/RM/PBA/Branch Manager or 
any other person the Company deems fit. 
 

3. You shall at all times be bound by the Guidelines on Appointment of Insurance Agents, dated 15th April, 
2016 issued by the Insurance Regulatory and Development Authority of India (“IRDAI”) as well as the 
Policy approved by the Board of Directors of the Company on appointment of Insurance Agents and all 
other circular/guidelines/rules/directives applicable upon Insurance Agents, as may be 
notified/amended from time to time by IRDAI and/or the Company. 
 

4. You shall at all times while working as an Insurance Agent (IC)with the company hold a valid identity 
card issued by the Company for acting as an Insurance Agent (IC). Your functions as an Insurance Agent 
(IC) shall be as under. 
 

5. Your business goals:

a) You shall solicit and procure life insurance business every year, which shall not be less than the 
minimum business guarantee norms (MBG norms) prescribed by the Company from time to time. At 
present, the minimum business guarantee norms prescribed for each agency year is given as part II of 
Annexure A of this Letter. 
 

  APPOINTMENT LETTER



 

b) In procuring new life insurance business you shall take into consideration the needs of the 
proposer/Life to be assured for Life Insurance and his/her capacity to pay the premium. You shall not 
solicit and procure insurance business without personally meeting a prospect for insurance. 
 

c) You shall make all reasonable enquiries with regard to the proposer/life to be assured before 
recommending proposals for insurance. You, being the primary point of contact, shall bring to the 
notice of the company through the Agent Confidential Report any circumstances which may 
adversely affect the risk to be underwritten and shall also indicate whether the life assured/prospect 
is a Politically Exposed Person (PEP) by making all reasonable enquiries about the life 
assured/prospect. 
 
You shall also collect and submit all KYC documents and other documents, including documents 
required in compliance of Anti Money Laundering norms of the Company, required for underwriting 
of the proposal for insurance and bring to the notice of the Company any adverse information or 
media report of the life assured/prospect known to you. 
 

d)

e) You are authorized to collect only the full first Premium required for the acceptance of the proposal 
and the same should be deposited in full without any deductions whatsoever with the company on 
the same day or not later than 24 hours of collection in accordance with provisions of Section 64VB of 
the Insurance Act. You shall be responsible for any damage/claim/proceeding arising out of delay in 
deposit. You are not authorized to collect any money, other than what is mentioned hereinabove, or 
accept any risk for or on behalf of the Company. 
 

f) You shall be obliged at all times whether the Company demands or not, to forthwith and without 
delay whatsoever, render proper account of, and hand over to the Company the amounts so collected 
by you in the name of the Company from the customers as per the clause (e) above. 
 

g) You shall receive all papers / documents in fiduciary capacity and shall have no right or lien over the 
same including no right to set-off the same towards commission or other payments if any. 
 

h) You shall perform any other Function/s which has not been specified here but specified in various 
communications, policies, Processes including ICs Rules of the Company as may be issued/amended 
from time to time by the Company and /or specified in Insurance Act 1938 and/or specified by 
Insurance Regulatory and Development Authority of India, Telecom Regulatory Authority of India or 
any other governmental or statutory authority from time to time which shall automatically form part 
of your functions and would be deemed to have been incorporated in this Appointment Letter. You 
are required to keep yourself updated about all such communications and directives, process etc., 
and ignorance shall not be construed as a ground to claim exemption from the application of such 
communications. 
 

i) You shall at all times be bound by the Company policy on General conditions for appointment of 
Insurance Agents, general directives as issued by the Company and communicated to all Insurance 
Agents through broadcast on IC Portal of the Company or displayed on the Notice Board of the Office 
of the Company or communicated otherwise by any other mode. You are required to keep yourself 
updated about all such communications and directives issued and, processes as prescribed by the 
Company by accessing and visiting the said places and ignorance shall not be construed as a ground 
to claim exemption. 
 

4. Background Checks



“Your appointment is made relying upon the information furnished and representation made by you from 
time to time. The Company and any of its employees/representative and/or officials shall be entitled to 
conduct a background check from all the requisite sources including the centralized lists maintained by 
the Insurance Development and Regulatory Authority of India (IRDAI) for agents, and if not found suitable 
or any discrepancy is noted in regards to you or any of the statements, declarations or disclosures made 
by you, the Company shall have the full right and authority to suspend your appointment and take such 
further action as deemed necessary in the interest of the Company.” 
 

5. Misrepresentation:
The Company shall rely on the information furnished and representation made by you from time to time. 
If any information or representation is found to be incorrect or if any material information is detected by 
us to have been suppressed by you, or any action on your part is found to be in contravention of the code of 
conduct, the company shall have the right to terminate this appointment as per the terms mentioned in 
Clause 10. 
 

6. Commencement of Agency Year:
Your first agency year is from 30/09/2023 to 30/09/2024. Subsequent Agency years shall be of 12 
months duration. The Company shall have the right to change your agency year to Calendar /Financial 
year.

7. Code of Conduct:
The code of conduct prescribed by the Company and Insurance Regulatory and Development Authority of 
India from time to time shall be applicable to you and shall be deemed to be a part of your appointment 
as insurance Agent(IC). Non-observance of code of conduct will make you liable for disciplinary action/ 
termination. You shall also observe the code of conduct that may be prescribed for the Insurance Agents 
by the Company from time to time. The Code of Conduct outlined in part I of Annexure-A is only 
illustrative and not exhaustive.

8. Commission / Payments:
Commission on the business procured & completed by you shall be paid as per the relevant provisions of 
the Company and in accordance with the prescribed Commission structure under the Insurance Act 
1938. (This however is subject to change from time to time). The Company shall reserve the right to vary 
the commission rates from time to time. 
In case the contract of insurance for which commission was paid to you has been cancelled for any reason 
the Company reserves the right to recover the commission already paid to you and also recover other 
consequential benefits extended to you for the cancelled contract of insurance. For the purposes of 
making recovery of commission the Company has the first lien on all future commissions and benefits 
accrued and payable to you for the insurance business solicited by you.

9. Minimum Business Guarantee Requirement:
Evaluation of your performance and continuance of your appointment as Insurance Agent(IC) shall be 
based on achievement of the Minimum Business Guarantee norms laid down by the Company from 
time to time. At present, the minimum business guarantee norms prescribed for each agency year 
along with reinstatement norms is given as part of Annexure A of this Letter. The Company at its sole 
discretion may modify by increasing or decreasing the Minimum Business Guarantee norms from time 
to time.

10. Termination/Suspension/Cessation/Resignation/Surrender of agency:
1)(A) Termination with cause: At any time during your tenure with the Company, the Company may 

cancel/ suspend this appointment and your engagement as an Insurance Agent (IC), with a prior 
notice of one month and after giving a reasonable opportunity of being heard, if you:

a) Violate the provisions of Insurance Act, 1938 and/or Insurance Regulatory and Development 
Authority Act, 1999, and/or the applicable rules/regulations/circulars made and amended from time 
to time



to time

b) Attract any of the disqualifications mentioned in Section 42 (3) of the Insurance Act, 1938

Fail to adhere to the code of conduct as stipulated by the Company and/or the code of conduct laid 
down/amended by the Insurance Regulatory and Development Authority of India.

c)

d) Violate any of the terms of this appointment letter

e) Fail to furnish any information relating to your activities as an agent as required by the Company or by 
the Insurance Regulatory and Development Authority of India from time to time.

Furnish wrong or false information; or conceal or fail to disclose material facts in the application 
submitted for appointment of agency or at any time during the period when the appointment of 
agency is valid

f)

g) Do not submit periodic returns as required by the Company or by the Insurance Regulatory and 
Development Authority of India from time to time
Do not co-operate with any inspection or enquiry conducted by the Insurance Regulatory and 
Development Authority of India

h)

Fail to resolve the complaints of the policyholders or fail to give a satisfactory reply to the Insurance 
Regulatory and Development Authority of India

i)

j) Fail to fulfil the prescribed MBG norms
Fail to adhere to the certification, training, and examination requirements prescribed by the 
Company from time to time

k)

l) Withhold and/or appropriate to your own use and/or purpose any property received for/on behalf of 
the Company.

Termination without cause: Company may terminate/suspend this appointment and your engagement 
with the Company without any cause by giving prior 30 days’ notice in writing.

(B)

2) Prior to cancellation of appointment, a show cause notice shall be issued to you at your address as per 
the Company’s records and/or by email as may be provided to you by the Company for internal 
communication and/or by an email that may have been recorded with the Company, whereby the 
Company can call for all information/data as may be deemed necessary. A period as specified in the 
notice not exceeding 21 days from the date of receipt of such show cause notice shall be given to you to 
reply to the notice along with copies of documentary or other evidence that you wish to rely or as sought 
by the Company. The said opportunity shall be used for making necessary submissions before the 
company for its consideration.3) The enquiry officer so appointed for conducting the enquiry shall give 
you reasonable opportunity of hearing to make submissions in support of your reply. In case you wish to 
appear for the hearing through any person duly authorized by you to present your case, then the same 
shall be communicated to the Company along with your representation and due approval of the 
Company shall be sought in this regard. Any request for personal appearance and hearing shall be made 
along with the reply.4) In the event of cancellation of your agency, you shall cease to act as an Insurance 
Agent (IC) of the Company from the date of the final order and shall immediately handover the 
Appointment Letter and Identity card issued to you, but in no case later than 7 days from date of receipt 
of the final order of cancellation. The Company reserves the right to initiate appropriate regulatory or 
legal proceedings if the Appointment Letter and identity card are not received within the timelines 
stipulated above. 5) In case you are aggrieved by the order of cancellation, you can prefer to submit an 
appeal to the Company within such time as may be specified by the company and/or IRDAI.6) you shall 
not be allowed to log in new business and receive commission on renewal premium pending enquiry 
and till the issuance of final order. As per the requirements prescribed by the Insurance Regulatory and 
Development Authority of India (“Authority”), such suspension shall be updated in the Centralized list of 
agents and list of black-listed agents as maintained by the Authority.7) During the period of suspension, 
no benefits under this Appointment Letter shall accrue in your favor. Upon the revocation of suspension 
of your engagement as an Agent (IC) under this Appointment Letter and consequently your agency code 



of your engagement as an Agent (IC) under this Appointment Letter and consequently your agency code 
benefits shall accrue to you from the date of revocation of suspension. The Company in its sole discretion 
shall decide your entitlement for any benefit payable to you for the period of suspension in case of 
suspension of your engagement as an Agent (IC). 
MBG Norms and Reinstatement norms have been prescribed in Annexure Apart II. MBG norms and 
Reinstatement Norms as currently laid down may be subject to change at the sole discretion of the 
Company and shall be intimated to you by broadcast on the portal of the Company designed for agents 
and/or through your line Managers. 8) Termination shall take place automatically without notice in the 
event of death. 9) In case you decide to surrender/resign your agency, you shall give the Company one 
month prior notice to that effect which period or part thereof the Company may waive at its sole 
discretion depending upon the exigencies of the termination. You are required to furnish the 
Appointment Letter and Identity Card issued to you by the Company, failing which the Company reserves 
the right to refuse grant of Cessation certificate.

11. Anti – Bribery Undertakings:
During the participation in the process to negotiate and create this engagement, as well as during and 
after performance as per the terms of your appointment you shall not commit, authorize or permit any 
action which would cause the Company to be in violation of any applicable anti-bribery laws or 
regulations. This obligation applies in particular to illegitimate payments to prospects, government 
officials, representatives of public authorities or their associates, families or close friends. You agree that 
you will neither offer nor give, or agree to give, to any employee, representative or third party acting on 
behalf of the Company, nor accept, or agree to accept from any employee, representative or third party 
acting on behalf of the Company, any gift or benefit, be it monetary or otherwise, than the recipient is not 
legally entitled to with regard to the negotiation, conclusion or the performance of this Appointment 
Letter. You shall promptly notify the Company, on becoming aware of or having specific suspicion of any 
corruption with regard to the negotiation, conclusion or the performance of this contract. In case any 
prohibited payments or gifts are received or made by you as stated herein above, or if the Company has 
reasonable cause to believe that such payments or gifts have been or are being made, the Company may 
terminate this engagement with immediate effect. 
You shall also not indulge in act which amounts to rebating which is prohibited under the provisions of 
the Insurance Act, 1938 as amended from time to time.

12. No Employer - Employee Relation:
There shall be no employer-employee relationship between you and the Company and you shall not be 
entitled to any payments whatsoever other than the commissions for the proposals secured for the 
Company. You are not authorized to make any commitments which shall have a binding effect on the 
Company and any commitments or representations made by you shall be deemed to have been made 
personally and not on behalf of the Company. In case the Company incurs any loss on account of any 
wrong and unauthorized representation made by you, the Company shall have the right to recover the 
losses from you including any levy or penalty as may be levied by any statutory or Regulatory Body. 
Recovery of losses from you may also be made in the same manner as laid down for recovery of 
commission paid as mentioned hereinabove or in the manner as may be deemed fit at its sole discretion 
by the Company in this regard.

13. Disclosure of Family/Relative:
You must correctly disclose names of all your relatives who are employees of the company or in any way 
associated with the Company as a service provider. In case it is found that any of your relative is an 
employee or service provider of the Company which fact had not been disclosed by you on the earliest 
available opportunity, your engagement/appointment as Insurance Agent (IC) with the Company is 
liable to be terminated, at the sole discretion of the Company, including forfeiture of any benefits accrued 
but not paid or accruable to you in future in terms of this contract of agency or in law. The Company also 
reserves its right to recover any amounts/benefits already paid to you which in view of the Company are 
made during the period of such non-disclosure is noted.

14. Commission Payments after Termination:



You shall be paid commissions for the proposals secured till the date of your termination, no renewal 
commission shall accrue save as provided under the norms laid down by the Company relating to 
payment of commission after cessation of appointment as an Insurance Agent. Remuneration and 
Benefits shall be paid to you in accordance with the Company Policy, as amended from time to time.

15. Other Conditions:
Notwithstanding the obligation to observe the code of conduct, you shall also bind yourself to observe the 
conditions as specified below.
a) You shall conduct your business in a truly professional manner and shall keep yourself informed of the 

environmental changes both externally & internally.
You shall not adjust/ admit/ comment on any claims whatsoever or give any commitments with 
reference to the claims on insurance covers issued by the Company. Upon intimation of any claim by 
the insured(s) or insured’s representatives you must immediately inform the Company particularly 
the Company’s claim department about the said claim and simultaneously arrange for the insured or 
insured’s representatives to complete the necessary formalities pertaining to their claim for the 
Company’s immediate attention. Under no circumstances you shall, pay or settle any claim, or admit 
any liability or institute legal proceedings or represent the Company in legal proceedings in 
connection with any matter relating to the claims or business 
of the Company, without prior written approval from the Head Office of the Company.

b)

You shall not publish or cause to be published in any media, print and or web and or electronic, any 
advertisement concerning the Company or its products without the prior written approval and 
authority of the Company and further such matter to be published or caused to be published in any 
media, print or electronic shall be approved in writing by the Company. You shall not distribute any 
circular or writing concerning the Company and/or its products without the prior written approval of 
the Company. Any such matter to be published or caused to be published in any type of media 
whatsoever or any such circular or note concerning the Company shall comply with the IRDAI 
(Insurance Advertisements &Disclosures) Regulations, 2000 including its amendment of 2010 
and/or as may be amended from time to time by the Regulator (IRDAI). If any law suit shall be 
brought against the Company as a consequence of any unauthorized action or publication or 
statement of yours or the representative in any media, print, electronic or in any other form or for 
such action caused by You, all costs, loss or damages arising there from shall be borne by You. In this 
context, advertisement includes product highlights, calculators, Benefit illustrations premium 
calculators and any other material which directly or indirectly influences any person to purchase or 
retain insurance.

c)

d) You shall indemnify and keep indemnified the Company against all losses incurred by the Company 
arising out of and in connection with the insurance business solicited and procured by you by 
practicing fraud or misrepresentation made to the prospect and /or your failure to disclose to the 
Company such facts within your knowledge, which may adversely affect the risk to be underwritten.
You agree not to represent to any person directly or indirectly, for soliciting insurance business or in 
any capacity (including employment of Full time, part time, contractual or on-roll, permanent, 
temporary or Probation) business for any other Life Insurance Company or to procure insurance by or 
on behalf of other life insurance companies during the currency of this relationship. You shall offer all 
new business solely and exclusively to the Company.

e)

You shall not directly or indirectly give any rebate of premium or offer any reduction/Inducement to 
any prospect or accept any remuneration either in cash or kind from any prospect. You shall be 
terminated if found guilty of rebating. You are requested to note that as per the provisions of Section 
41 of the Insurance Act, 1938, any person making default in complying with the provisions of this 
section shall be liable for penalty which may extend to ten lakhs rupees for which Company reserves 
the right to recover from you the said penalty amount in the way as it may deems fit including any 
appropriate legal Action in this regard.

f)

g) You shall render courteous, prompt and satisfactory service to policyholders.



h) You shall not interfere with any other proposal introduced by any other Insurance Agent(IC).
i) You shall take every precaution to protect confidentiality of client information with respect to 

policy/ies and personal affairs and shall not make public any such information.
j) You shall maintain utmost confidentiality of the business details shared with you by the Company 

during the relationship or thereafter.

k) You shall not make mis-representation or any false or misleading statements in the course of selling 
or servicing a policy to the prospect/policyholder.
You shall bring to the notice of the Company immediately; in case you attract any disqualification as 
per Insurance Act 1938 or Regulations of IRDAI to act as an Insurance Agent.

l)

m) You shall be bound by the insurance Agency rules of the company and any amendments made 
therein which shall be communicated to you from time to time or posted on the portal of the 
Company designed for agents and shall be deemed to have been automatically incorporated herein 
being binding at all times.
You shall bring to the notice of the Insurance Company any proposal made by a prospect or any 
insurance business that is initially procured by you wherein you have a suspicion of a transaction 
which involves aspects of Money Laundering. You shall not solicit or procure insurance business 
which you know is for the purposes of Money Laundering and thereby expose the Company to risk 
relating to Money Laundering.

n)

o) You shall be required to comply with the applicable provisions of the Insurance Act, 1938, IRDAI 
circulars, guidelines, regulations and any directions issued by IRDAI or by the Company and amended 
thereto from time to time.
You shall not directly or through a tele-caller solicit and procure insurance business through any of 
the distance marketing mode.

p)

Indemnities:16.
Without prejudice to any other rights of the Company you shall indemnify the Company and keep safe 
and harmless at all times from all costs, expenses, losses, outgoings, damages of every kind including 
legal fee and expenses which the Company may at any time incur or pay on account of any claim, 
attachment, or other legal process or order of any kind which may be served upon the Company by 
reason of breach by you of any of the conditions of the Code Of Conduct, the insurance agency related 
rules of the company, violation of laws including but not limited to Insurance laws, and/or any other 
regulations which may be applicable to the insurance Agents from time to time or any of the 
Terms of this Agency Appointment Letter. Failure to adhere to any of the obligations of the terms of this 
engagement by the agent(IC) shall give the Company right to initiate appropriate legal action which 
shall be in addition to the right of the Company to recover all the monies paid to you and any other losses 
of any nature, direct or indirect, that the Company incurs including liquidated damages. Any such 
recovery can be done by withholding of any amounts that may be due or become due in future. 
The Indemnity shall extend to costs, expenses, losses, outgoings, damages of every kind including legal 
fee and expenses which the Company may at any time incur or pay on account of any regulatory or 
statutory penalty imposed by Insurance Regulatory and Development Authority of India or any other 
Governmental and Statutory Authority.

17. Severability
“If any of the provisions of this Appointment Letter shall be deemed invalid or unenforceable by any court 
of competent jurisdiction or by any change in the relevant regulations prescribed by the IRDAI, the 
remainder of this Appointment Letter, other than the portion so deemed invalid or unenforceable, shall 
remain unaffected thereby and each valid provision and/or terms and conditions of this Appointment 
Letter shall be enforced to the fullest extent permitted by law.”

18. Jurisdiction:
This Appointment Letter shall be governed by the laws of India and in the event of any dispute, the courts 
at Pune shall have the jurisdiction to deal with the matter.



19. Issuance of Cessation Certificate:
Cessation Certificate for any purpose shall be issued as per the provisions of the Guidelines on 
Appointment of Insurance Agents dated 15th April, 2016 issued by IRDAI as well as the Company’s policy 
as applicable and as amended from time to time.

20. Interpretation
“Any and all clauses of this Appointment Letter shall be interpreted in accordance with the Insurance 
Regulatory and Development Authority of India (Appointment of Insurance Agents) Regulations, 2016 
and any and all laws in force in the country.”

21. Lien on Commission:
Bajaj Allianz Life Insurance Company Limited shall have lien on all commission payable to you under the 
terms of this Appointment Letter and the Company shall be entitled to recover any amount on account of 
any loss sustained by the Company arising out of any act or omission on your part or any amount 
recoverable from you, out of the commission payable to you. This lien shall be exercised by the Company 
without prejudice to other legal remedy available to the Company in law.

22. Acceptance:
It will be deemed that you have accepted the terms and conditions of your appointment, as set out in this 
Appointment Letter and its Annexures, by logging in an application for the Company’s insurance product 
using your IC Code.

Wishing you all the best in your future career.

Yours faithfully,

Name of the Designated Official: Subhendu Kumar Mishra



Part I: Code and Conduct

Annexure A

You shall adhere to the code of conduct specified below at all times during the relationship between you and 
the Company. This code of conduct shall be read as part of the Appointment Letter and any violation thereof 
shall entitle the Company to terminate the Agency forthwith without any further notice

I) You shall,

a) Identify yourself at all times as an Insurance Agent (IC) of the Company;
b) Show the agency identity card to the prospect, and also disclose your agency Appointment Letter to 

the prospect on demand;
c) Disseminate the requisite information in respect of insurance products offered for sale by your insurer 

and take into account the needs of the prospect while recommending a specific insurance plan;
Where you are representing more than one insurance company offering same line of products, you 
should dispassionately advice the policyholder on the products of all insurers whom you are 
representing and the product best suited to the specific needs of the prospect.

d)

e) Disclose the scales of commission in respect of the insurance product offered for sale, if asked by the 
prospect;

f) Indicate the premium to be charged by the insurer for the insurance product offered for sale;
g) Explain to the prospect the nature of information required in the proposal form by the Company, and 

also the importance of disclosure of material information in the purchase of an insurance contract;
h) Bring to the notice of the Company any adverse habits or income inconsistency of the prospect, in the 

form of a report called “Insurance Agent’s Confidential Report” along with every proposal submitted 
to the Company, and any material fact that may adversely affect the underwriting decision of the 
Company as regards acceptance of the proposal, by making all reasonable enquiries about the 
prospect;
Obtain the requisite documents at the time of filling the proposal form and other documents 
subsequently asked for by the Company for completion of the proposal;

i)

j) Advise every prospect to effect nomination under the policy
k) Inform promptly the prospect about the acceptance or rejection of the proposal by the Company;
l) Render necessary assistance and advice to every policyholder on all policy servicing matters including 

assignment of policy, change of address or exercise of options under the policy or any other policy 
service, wherever necessary;

m)Render necessary assistance to the policyholders or claimants or beneficiaries in complying with the 
requirements for settlement of claims by the Company;

(II) You shall not,

a) Solicit or procure insurance business without being appointed to act as such by the Company
b) Induce the prospect to omit any material information in the proposal form;
c) Induce the prospect to submit wrong information in the proposal form or documents submitted to the 

Company for acceptance of the proposal;d)
Resort to multilevel marketing for soliciting and procuring insurance policies and/or induct any 
prospect/ policyholder to join a multilevel level marketing scheme.

e) Behave in a discourteous manner with the prospect;
f) Interfere with any proposal introduced by any other Insurance Agent;



g) Offer different rates, advantages, terms and conditions other than those offered by the Company;
h) Demand or receive a share of proceeds from the beneficiary under an insurance contract;
i) Force a policyholder to terminate the existing policy and to effect a new policy from him within three 

years from the date of such termination of the earlier policy;
j) Apply for fresh agency appointment to act as an Insurance Agent, if your agency appointment was 

earlier cancelled by the designated official on grounds of fraud, misconduct and/or misrepresentation, 
and a period of five years has not elapsed from the date of such cancellation;
Become or remain a director of any insurance company;k)

Annexure B
Declaration to abide by the Aadhaar regulations.

I hereby undertake that in addition to any other compliance requirements prescribed under your 
Appointment Letter as well as otherwise applicable under law, I shall ensure compliance with the 
below mentioned requirements under Aadhaar (Targeted Delivery of Financial and other subsidies, 
Benefits and Services) Act, 2016, Aadhaar and other laws (Amendment) Act, 2019 and regulations 
there under as amended from time to time.
Ensure to obtain consent of the person while collecting his Aadhaar detail.

1. Collection of Aadhaar shall be purpose specific.

2. The Aadhaar holder shall be informed of the alternatives of Aadhaar details for providing identity 
information.

3. Aadhaar details shall not be shared with any third party unless the Aadhaar holder has been informed 
about the same in writing.

4. No Aadhaar related information collected shall be published or displayed publicly.

5. The identity information/ Aadhaar details collected shall be kept confidential, secured and protected 
against any third-party access.

Signature of the witness

Encl.: 1) Agent Identity Card

You shall,

a) With a view to conserve the insurance business already procured through you, make every attempt to 
ensure remittance of the premiums by the policyholders within the stipulated time, by giving notice to 
the policyholder orally and in writing;

b) Be bound by the insurance agency rules & regulations of the company and the amendments thereof as 
communicated to you from time to time or posted on the portal of the Company designed for 
Insurance Agents and such communications shall be deemed to have been incorporated herein being 
binding at all times.

Part II: Minimum Business Guarantee Norms of Insurance Agent (IC)



The Minimum Business Guarantee (MBG) norms stipulated for an Insurance Agent (IC) in his/her 
Agency Year is given below. MBG norms are however subject to change from time to time. The Company 
in its sole discretion reserves the right not to enforce Termination of your insurance agency on grounds of 
non- achievement of Minimum Business Guarantee norms laid down by the Company in any agency year. 
Agents have to adhere to the following MBG norms during all his/her Agency year, which is given below. 
An Insurance Agent (IC) is liable for termination or suspension in case he/she fails to achieve the 
mentioned MBG norms. Lapsed policies and/or the lapse of corresponding Premium shall not be taken 
into account at the time of MBG assessment.
For further details, please refer to our latest Reinstatement Norms.

Period MBG norms per Agency Year

Agency Year

a) For the first agency year – Sourcing of at least 1 policy  
b) For the second agency year and onwards - Sourcing of at least 1   policy, or
minimum 2 active customers (other than single premium policy holder), who is
sourced by or allotted to the agent, paying all the due renewal premiums on the
policy during that agency year 

MBG Review will be done every month & in case the criteria for MBG norms are not achieved in a year, the 
agency shall be suspended.

REINSTATEMENT NORMS FOR THE AGENCY TERMINATED FOR NON ACHIVEMENT OF MBG.

For Reinstatement of insurance agency deactivated or suspended on grounds of non-achievement of 
minimum business validation target as mentioned herein above, you/Agent shall continue to have the right 
to solicit and procure insurance business for the Company for the purposes of achievement of targets 
prescribed for reinstatement of your/Agent’s insurance agency for which the following business targets are 
required to be achieved:

Period MBG norms per Agency Year
For Agency Year
wherein MBG was not
complied

Application in writing by IC, along with a fresh proposal for at least1 (One) new
policy successfully sourced by Agent and issued by BALIC.i.e. An Agent upon
termination/ suspension of his agency can apply for

Reinstatement review will be done every month & in case the Reinstatement norms are not achieved within 
30 days from the date of Reinstatement, the agency shall be terminated/deactivated further.

On reinstatement MBG norms needs to be complied for the agency year in which Insurance Code has been 
reinstated.

Reinstatement of insurance agency terminated or deactivated on grounds of non-achievement of minimum 
business guarantee norms, can be considered subject to reinstatement norms made. However during the 
period of deactivation or termination on grounds of non-achievement of MBG norms, the insurance agent will 
not be allowed to or entitled to receive commission on renewal premium for the business already sourced.
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Offer: BUSINESS PROCESS SERVICES
Ref: TCSL/DT20234240221/Kolkata/BPS/BTN
Date: 31/08/2023

Ms. Surbhi  Kumari
Saidanichak Mittanchak Parsa Bazar
Parsa Bazar Lane
Saidnichak
Patna-804453
Bihar
Tel# 91-9297700168

Dear Ms. Surbhi  Kumari,

Sub: Letter of Offer and Terms of Traineeship

Thank you for exploring training opportunities with Tata Consultancy Services Limited(TCSL). You have successfully 
completed our initial selection process and we are pleased to make you an offer as "Trainee BPS" for a period of 12 
months. During this period you will be paid a stipend of Rs. 10,660/- per month.You will be engaged as a Trainee / 
Apprentice under the model / certified Standing Orders (as the case may be) applicable to you. 

Kindly confirm your acceptance of this traineeship by proposing your date of joining and signing Annexure 1. If not 
accepted within 7 days of receipt, this offer is liable to lapse at the discretion of the Company. You may handover your 
acceptance letter to the HR Officer/ Induction Officer at any of our offices. 

After you accept this letter of traineeship and clear the medical check-up, and background check you will be given a 
letter of appointment as a trainee indicating the details of your joining date and initial place of posting after completing 
joining formalities as per company policy. 

TCS decision of releasing the Offer of Traineeship and allowing you to join the organization before completion of your 
final Graduation examination which has been uncertainly delayed owing to COVID-19 Pandemic, shall not be 
construed as a waiver of the condition specified in the Terms of Traineeship under clause 'Pre-requisites of 
Traineeship'. The status of your Graduation completion will be reviewed periodically. The Management reserves the 
right to revoke this Offer of Traineeship if it is later established that you could not successfully complete your 
Graduation without any pending arrears/backlogs. 
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OTHER BENEFITS

1. Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependents under the company's Health 
Insurance Scheme (HIS). 

Entitlement - Under this scheme, you and your enrolled dependents will be entitled for Rs. 5, 00,000/- as a family 
cover under the default HIS plan towards hospitalization expenses. 

Premium rates and contribution will be applicable as per the TCS Health Insurance Policy and the amendment 
made therein from time to time. You have the flexibility to choose a plan which is higher than the default HIS plan 
during the permitted window, by paying the applicable additional premium plus taxes. 

*Note: The above Health Insurance Scheme is subject to revision. The policy changes if any, in future, will prevail 
. For further details, please refer to the policy document 

2. Professional Memberships:
You will be eligible for reimbursement of expenses towards professional membership as per TCSL 's policy. 

3. Social Security - Employees' State Insurance:
The company will contribute 3.25% of your stipend or such amount as determined by law towards ESI
contribution till you remain covered under Employee's State Insurance Act, 1948.

4. Compensation Benefits under ESI Act / Employees' Compensation Act:
If you are covered under Employees State Insurance Act (ESI Act), you are entitled to claim the benefits in the 
event of accidental injury resulting into death or disablement arising out of and in the course of employment, from 
Employees' State Insurance Corporation. 

If you are out of the purview of ESI Act, you will be eligible for compensation benefit in the event of disablement 
arising out of and in the course of employment as per applicable Company policy. In the event of death arising out 
of and in the course of employment, your beneficiary will be eligible for compensation as per the Company's 
policy. For more details on this, refer TCS India policy - Afterlife Benefits and TCS India policy - Health Insurance 
after joining the organization. 

* Inclusion or exclusion of an employee under 'Employee State Insurance Corporation' is as defined as per the 
ESIC Act 

5. Night Shift Stipend:
Trainees assigned to night shifts for training would be eligible for a Night Shift Stipend of Rs. 200/- per shift 
as per the company policy. 

6. Process Specific Stipend:
Based on your allocation, to a process and on account of the process complexity involved, you may be eligible for 
additional process specific stipend, as defined by the Company. 

TERMS OF TRAINEESHIP

1. Traineeship Pre-requisites
Your appointment as a Trainee / Apprentice under the model / certified Standing Order will be subject to 
successful completion of your graduation examination without any pending arrears / back logs during the entire 
course duration. 
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It is clearly understood, agreed and made abundantly clear that in case you do not successfully clear your 
graduation your traineeship with TCSL will be discontinued without any notice or notice pay 

It is mandatory to declare the gaps / arrears / back log, if any, during your academics and work experience. The 
management reserves the right to withdraw/revoke the offer of traineeship at any time at its sole discretion in case 
of any discrepancy or false information is found in the details submitted by you. 

2. Traineeship Period:
During the period of your training of 12 months, you may be required to undergo classroom and on the job 
training. During this period, you may be appraised to evaluate your performance and if your performance is found 
to be satisfactory, you may be absorbed / appointed in the regular employment of the Company at its sole 
discretion. 

It is hereby specifically clarified that the Company is under no obligation whatsoever to absorb / appoint you on 
regular basis upon successful completion of your training period of 12 months. You shall not be deemed to have 
been absorbed / appointed in the regular employment of the company, unless & until you receive a written 
communication in this regard from the Company. 

If your performance is found unsatisfactory, TCSL may terminate your traineeship forthwith by giving you 30 
calendar days' notice in writing or payment of stipend for 30 calendar days in lieu thereof. 

If you remain on unauthorized absence for a consecutive period of 3 days during the training programme without 
authorisation or intimation, a presumption shall arise that you have abandoned your traineeship and the company 
shall be entitled to disqualify and disentitle you forthwith for any further training and your name is liable to be 
automatically stand discontinued from the list of ILP trainees without any further intimation / separate 
communication to you. 

3. Hours of Training:
You may be required to undergo training in shifts and / or in extended training hours as permitted by law. 

4. Leave:
You will be entitled for leaves as per the company's policy. 

5. Transport:
TCS BPS provides company transport facility within a pre-defined radius for each location as defined in the 
company transport policy. TCS employees living beyond these boundaries would be required to make their own 
arrangements and the routes are predetermined and not permitted to be varied under any circumstances. The 
company will make appropriate provisions for those working in night shift as permitted by law/ policy. 

6. Alternative Occupation / Traineeship:
During the period of your traineeship at TCSL , you are not permitted to undertake any other traineeship, 
employment, business, assume any public or private office, honorary or remunerative, without the prior written 
permission of the company. 

7. Confidentiality, Data and Intellectual Property Protection:
As part of the joining formalities, you are required to sign a Confidentiality, Data and IP Protection Terms, which 
aims to protect the intellectual property rights and business information of TCSL and its clients. The detailed 
Confidentiality, Data and IP Protection related terms and conditions are set out in Annexure 2 

8. Work in SBWS mode:
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model framework that allows 
seamless deployment of virtual workspaces in a secure manner that enables flexible working options aligned to its 
business objectives. You may be required to work either from TCS offices/TCS Client offices or from home 
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(remote working) as per the requirements of the project or group you are assigned to work with and as 
communicated to you by the Unit HR or your supervisor. You are required to abide by the Policy and / or 
Guidelines issued by TCS from time to time while operating within this framework. For more details, please refer 
the Policy / Guideline document on Remote Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such flexible working and ensure 
adherence to TCS Security Policies/Protocols and Confidentiality obligations at all times. 

9. TATA Code of Conduct:
You are required to sign the TATA Code of Conduct and follow the same in your day to day conduct as a trainee 
of TCSL . 

10.  Notice Period:
You will have to give at least 30 calendar days' prior notice in writing before discontinuing your traineeship with the 
Company. The Company may discontinue your traineeship by giving you 30 calendar days' notice in writing or 
payment of stipend for 30 days in lieu thereof. 

11.  Medical Test:
You are required to undergo a pre-Traineeship medical check-up and obtain a fitness certificate from the 
registered medical practitioner/Doctor. This is a pre-condition for Traineeship. Please collect the medical check-up 
authorization letter from the company HR executive, at the time of submitting your written acceptance of this offer. 
To verify your identification, we request you to carry a photograph and a photo identification document issued by 
government like passport, PAN card, Election Card, Driving License etc. If you are a campus recruit, you may 
produce your current educational institute`s photo identification card in the absence of government photo 
identification document. 

Retention of reasonable medical fitness is also a condition of Traineeship. The company also reserves the right to 
get yourself examined by a doctor at any time during your Traineeship and futher employment(if absorbed in 
Regular Employment) to ascertain your medical fitness. The opinion of the doctor appointed by the company shall 
be final and binding on both parties. Your failure, refusal or inability to appear for such medical examination will 
result in the determination of your Traineeship or Employment as the case may be without any notice or notice 
pay in lieu of notice. 

Your Traineeship or further Employment (if absorbed in Regular Employment) is liable to be discontinued / 
terminated on account of your continued ill health or if you are found to be medically unfit for the job as may be 
certified by the company's doctor. 

12. Background Check:
Your traineeship will be subject to a background check in line with the Company's background check policy. A 
specially appointed agency will conduct internal and external background checks. Normally, such checks are 
completed within one month of joining. If the background checks are unfavorable or at a variance with your own 
declarations, your traineeship will be discontinued without any notice. 

13. Submission of Documents:
At the time of your joining traineeship, photocopy of the following documents should be submitted. Please carry 
the original copies for verification. 

- Standard X and XII Mark sheets equivalent
- Degree certificate and mark sheets for all semesters
- Postgraduate degree certificate and mark sheets for all semesters (if you are a Post-graduate)
- Birth Certificate / Proof of Age
- Passport
- 6 photographs - passport size
- An affidavit / notarised undertaking that there is no criminal offence registered/pending against you.
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Your original documents will be returned to you after verification. 

14. Initial Learning Programme (ILP)
On joining TCSL as Trainee, you will be given the benefit of formal & on the job training ("Initial Learning 
Programme") at the location, as identified, for such a period as TCSL may decide. The said training 
programme forms a critical part of your traineeship and is an ongoing process. TCSL continues to make 
investment on training and development of its trainees. This will be of immense value to you and a large part of 
ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing process and a formal 
evaluation will be carried out during the training. We would request that the training be taken very seriously to 
enable you to add maximum value to your professional and personal growth. 

15. Letter of Appointment
Your will be issued a letter of appointment on your joining and after completing joining formalities as per 
TCSL policy 

16. Personal Data Processing:
Your personal data collected and developed during recruitment process will be processed in accordance with the 
TCS Data Privacy Policy. The personal data referred therein are details related to contact, family, education, 
personal identifiers issued by government, social profile, background references, previous employment and 
experience, medical history, skillset, proficiency and certifications, job profile and your career aspirations. 

It will be processed for various organizational purposes such as recruitment, onboarding, background check, 
project assignment, performance management, job rotation, career development including at leadership level, 
diversity and inclusion initiatives, global mobility, wellness program, statutory and legal requirements and specific 
organizational initiatives in force during your tenure in TCS. 

After you join TCS, there would be more sets of Personal Information (PI) attributes processed for various 
legitimate purposes. All of it will be processed with compliance to applicable laws and the TCS Data Privacy 
Policy. In some scenarios of your PI processing, you will be provided with appropriate notice and/or explicit 
consent might be obtained from time to time. 

For the purposes mentioned above, your required PI may be shared with specific vendor organizations who 
provide services to TCS, e.g. background check, health insurance, counselling, travel, transport and visa, payroll 
services, associate engagement activities, and financial and taxation services. 

As TCS is a global company, your PI may be shared with entities outside India, limited for the purposes mentioned 
above and/or in this offer letter. 

In case of oversees deputation, available privacy rights would be governed as per regulatory provisions and / or 
TCS policies/notice provided applicable at your overseas location. 

17. Terms and conditions:
The above terms and conditions of traineeship are specific to your traineeship period in India. 

18. Rules and Regulations of the Company:
Your traineeship will be governed by the policies, rules, regulations, practices, processes and procedures of the 
Company as applicable to you and the changes therein from time to time. 

19. Compliance to all clauses:
You will be required to fulfill all the terms and conditions mentioned in this letter of offer of traineeship. Any failure 
to fulfill any term and /or condition and/or failure to clear any test successfully would entitle TCSL in 
withdrawing this letter of traineeship at its sole discretion. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not interested in the 
Traineeship and this offer will be automatically withdrawn. Post acceptance of TCSL offer letter if you fail to join on 
the date provided in the TCSL joining letter, the offer will stand automatically terminated at the sole discretion of 
TCSL . 

We look forward to having you in our global team. 

Yours Sincerely, 

For Tata Consultancy Services Limited. 
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Girish V. Nandimath
Global Head, Talent Acquisition & Academic Interface

Click Here or use a QR code scanner from your

mobile to validate the offer letter

Encl: Annexure 1: Acceptance
        Annexure 2: Confidentiality, Data and Intellectual Property Protection Terms

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=8Z889ipZ4b440iqTF0FFpppF83888q889ZpZZZFZZiFZTZ6TFUFFZTFZ3TxUqFq6b3LiZLFZ808


ANNEXURE 1

For the candidate to complete:

This is to confirm that I have received the letter of offer and Terms of Traineeship ref No   
TCSL/DT20234240221/Kolkata/BPS/BTN on _____________ (MMM/DD/YYYY).   
I hereby accept this Offer and intend to join traineeship on:

Signature:

Name:
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Annexure 2

                                   Confidentiality, Data and Intellectual Property Protection Terms

1. Confidential Information
"Conf ident ia l  Informat ion" shal l  mean al l  Invent ions and Know-how, informat ion and mater ia l  
of TCS and its subsidiaries as applicable (Collectively termed as TCS) (including for avoidance of doubt any 
Confidential Information of its Clients) that comes into the possession or know of the Associate and shall include 
the following: 

(a) Any and all information processing programs, software, properties, items, information, data, material or any 
nature whatsoever or any parts thereof, additions thereto and materials related thereto, produced or created at 
any time by TCS or the Associate in the course of or in connection with or arising out of the Associate's 
association with TCS. Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, manufacture, operation, 
specifications, use and services of the TCS equipment and components, including, but not limited to, engineering 
and laboratory notebooks, reports, process data, test data, performance data, inventions, trade secrets, systems, 
software, object codes, source codes, copyrighted matters, methods, drawings, computations, calculations, 
computer programs, narrations, flow charts and all documentation therefore and all copies thereof (including for 
avoidance of doubt any such material belonging to the Clients of TCS) 

(c) Corporate strategies and other confidential and proprietary material and information, which could cause 
competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, gathered or collected or 
obtained by the Associate in the course of or arising out of the association with TCS or while in or in connection 
with or for the purposes of his/her association with TCS or any of the operations and entrusted by TCS to the 
Associate. 

2. Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade secret of TCS. Associate 
agrees not to use, or cause to be used, or disclose or divulge or part with either directly or indirectly any 
Confidential Information for the benefit of or to any third parties except for or on behalf of or as directed or 
authorized by TCS or to a person having a valid contract with TCS . Upon termination of employment, the 
Associate agrees to surrender to TCS all Confidential Information that he or she may then possess or have under 
his or her control. 

3. Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential Information shall at all times 
vest in and remain with or belong to TCS and Associate shall have no right title or claim of any nature whatsoever 
in the Confidential Information. Associate shall promptly disclose to an authorized officer of TCS all inventions, 
ideas, innovations, discoveries, improvements, suggestions, or reports and enhancements made, created, 
developed, conceived or devised by him or her arising out of his or her engagement with TCS, including in the 
course of provision of services to the Clients of TCS and Associate hereby agrees and confirms that all such 
intellectual property rights shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any interest in and to any 
domestic or foreign patent rights, trademarks, trade names copyrights and trade secret rights therein and any 
renewals thereof. On request of TCS, Associate shall execute from time to time, during or after the termination of 
his or her employment, such further instruments, including without limitations, applications for letters of patent, 
trademarks, trade names and copyrights or assignments thereof, as may be deemed necessary or desirable by 
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TCS to perfect the title of TCS in the intellectual property rights and to effectuate the provisions hereof. All 
expenses of filling or prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any such applications. Associate 
hereby expressly waives any "artist's rights" or "moral rights", which Associate might otherwise have in such 
intellectual property rights. 

4. Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no knowledge of the 
Confidential Information of TCS and that such Confidential Information is of a confidential and secret character 
and is vital to the continued success of TCS's business. Associate further acknowledges that he or she is 
associated with TCS in a capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential Information, it is necessary 
for TCS to protect such Confidential Information by holding it secret and confidential. 

5. Use of third party material
Associate expressly agrees that Associate shall not in the course of his or her association with TCS and while 
working on the premises or facilities of TCS or its Clients or in connection with the development of any intellectual 
property rights or work for or on behalf of TCS; 

a) use any third party material or intellectual property rights except those intellectual property rights provided by 
TCS or expressly authorised by TCS or without having proper authorisation or license or approval of the 
respective owner of such intellectual property rights. 

b) Participate in any activity for creation (including conception, design, development, testing, implementation, 
support or marketing) of any Intellectual Property for or on behalf of TCS or its affiliates if Associate has been 
exposed, directly or indirectly, to any Third Party IP which is in the same subject area (such as research area, 
technology or application area) as, or which is same or similar to, the Intellectual Property or any portion thereof, 
to be so created, unless; 

i) Associate has expressly declared to TCS in a prescribed form whether such exposure was owing to publically 
available information or under and subject to any agreement; AND 

ii) TCS has expressly confirmed to the Associate that TCS has proper authorization or license or approval of the 
respective owner of such Third Party IP to use the same in Intellectual Property or portion thereof to be created 
and authorized in writing Associate's participation in such activity. 

c) knowingly access, make reference to or use any Third Party IP (except as permitted under Section 5(a), 
directly or indirectly, during the period of association with the creation (conception, design, development, testing, 
implementation, support or marketing) of TCS Intellectual Property or portion thereof, which is in the same subject 
area of TCS Intellectual Property or which is same or similar to such TCS Intellectual Property or portion thereof 
being created. In case, Associate access or is exposed to any such Third Party IP during such association, 
Associate shall promptly bring it to the notice of TCS IP asset owner or TCS project manager in writing and 
immediately cease to participate in any such activity 

6. Security policies and Guidelines.
6.1 Associate agrees to abide by and be bound by any and all policies, documents, guidelines and processes 
including IP, Information Security and Confidentiality of TCS in force from time to time whether expressly 
endorsed or not. 

6.2 Associate acknowledge and agree that in the course of, and as a result of his/her engagement with TCS, 
Associate will have access to, obtain or come across personal data or information of other TCS Associates or 
Clients, including without limitation, sensitive personal data or information (collectively "Personal Data and 
Information") within the meaning of the applicable Indian Law and Rules or any other applicable Law, directive or 
regulation anywhere in the world. In respect of any such Personal Data and Information accessed, obtained, 
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acquired or processed by Associate for and on behalf of TCS, its affiliates or Clients, Associate undertake that 
he/she will: 

(a) process the Personal Data and Information only on behalf of TCS, its Affiliates or Clients, as the case may be, 
and only on and in accordance with instructions received from the data controller from time to time; 

(b) abide by such technical and organizational measures necessary to prevent the accidental or 
unlawful destruction or accidental loss, alteration, un-authorized disclosure or access to the Personal Data and 
Information; 

(c) promptly (and in any event within 24 hours of awareness) bring to notice of TCS or its Affiliates, as the case 
may be, of any actual or suspected incident of unauthorized or accidental disclosure of, or access to, the Personal 
Data and Information or other breach of this section (a "Security Breach"); 

(d) promptly provide TCS with all information in Associate's notice, possession or control concerning any Security 
Breach and not make any public announcement regarding a Security Breach without TCS's prior written consent; 

(e) not do, or omit to do, anything, which would cause TCS or any of its employees, officers or agents to be in 
breach of its obligations under any privacy or data protection policy, regulation or legislation; 

(f) upon expiry or termination of Associate's engagement with TCS, return all copies of the Personal Data and 
Information to TCS in Associate's possession or control; and 

(g) promptly bring to TCS notice of any request received from a data subject to have access to his/her Personal 
Data and Information or of any other communication relating to the access, use or processing of any Personal 
Data and Information (including any notice from the regulatory body) and fully co-operate and assist TCS in 
relation to any such request or communication. 

6.3 Associate expressly consent that TCS and/or its affiliates may collect, use, transfer, retain or otherwise 
process Associate's Personal Data and Information in connection with his/her engagement with TCS, in 
accordance with the then / current TCS policies and procedures and applicable privacy and data protection 
legislation. TCS may use third party services or sub-contractors to collect or otherwise process Associate's 
Personal Data and Information for which TCS shall remain responsible for such third party services provider or 
sub-contractor's compliance with TCS's obligations hereunder. 

7. Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client's premises or from home (remote working) as per 
the directions of supervisor and / or the provisions of the applicable policy. 

Associate understands that working in this hybrid environment may have higher confidentiality and information 
security risks. Associate acknowledges that when working remotely the Associate: 

a) Will work only in a private, secured work area in compliance with the guidelines issued and amended from time 
to time. 

b) Will comply with and work in a manner consistent with TCS Data Privacy and Security Policies/Protocols. 

c) Will bring to the notice of HR of the Unit to any circumstances that prevent Associate from working in a manner 
consistent with TCS data privacy and security policies/ protocols. 

d) Will inform the HR of the Unit if the Associate shares a home with any family member or an individual who is 
employed by a competitor of TCS or TCS client the Associate is assigned to, or if any other circumstances at 
home exist which implicates the TCS Code of Conduct Conflict of Interest provision. 
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e) Will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure obligations. 

f) Will be using the Company allotted laptop or similar authorized computing device (together called "official 
asset") only to connect to TCS network/customer network through authorized means (or the Customer provided 
laptop to access the customer network if so, mandated by the Customer). 

g) Will not allow anybody to share the official asset being used. 

8. Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, sell, incorporate or 
otherwise exploit, for his or her own use or for any other purpose, any of the Confidential Information including 
intellectual properties of TCS that is or may be revealed to him or her by TCS or which may in the course of his or 
her employment with TCS come into his or her possession or knowledge unless specifically authorized to do so in 
writing by TCS. 

9. No License
TCS and Associate agree that no license under any patent or copyright now existing or hereafter obtained by TCS 
is granted, agreed to be granted, or implied by the terms of this Agreement, or by the disclosure to Associate of 
the Confidential Information. 

10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession and / or knowledge of 
Associate is of a unique, highly confidential and proprietary nature. It is further acknowledged by Associate that 
the disclosure, distribution, dissemination and / or release by Associate of the Confidential Information without the 
prior written consent of TCS or any breach of the Confidentiality, Data and IP Protection Terms by Associate will 
cause TCS to suffer severe, immediate and irreparable damage and that upon any such breach or any threat 
thereof, TCS shall without prejudice to any other remedies available to it, be entitled to appropriate equitable relief 
including the relief of specific performance and injunctive relief, in addition to whatever remedies it might have at 
law. 

11.  General
(a)The provisions hereof shall be interpreted, determined and enforced in accordance with the laws of India. 

(b)In the event of any dispute or disagreement over the interpretation of any of the terms herein 
contained or any claim or liability of any party, the same shall be referred to a person to be nominated by TCS, 
whose decision shall be final and binding upon the parties hereto. Subject to the above, the arbitration shall be 
governed by the Arbitration and Conciliation Act, 1996 or any modifications or re-enactment thereof. Associate 
confirms that the fact that the arbitrator shall be a nominee of TCS shall not be a ground for objecting to such 
arbitration or challenging the decision of the arbitrator. The venue of arbitration shall be Mumbai. Subject to the 
above arbitration clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the laws of 
India. 

(c)If any provision hereof shall be found by a judicial tribunal to be contrary to governing law, it shall be deemed 
null and void without annulling or rendering invalid the remainder of the Agreement and if the invalid portion is 
such that the remainder cannot be sustained without it, the Parties herein shall find a suitable replacement to the 
invalid portion that shall be legally valid. 

(d)This Confidentiality, Data and IP Protection Terms along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the parties and supersedes all 
prior agreements and understandings pertaining to the subject matter thereof. No delay of omission of either Party 
in exercising or enforcing any of their rights or remedies hereunder shall constitute a waiver thereof. 

(e)This Confidentiality, Data and IP Protection Terms may not be amended except in writing signed by authorized 
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representatives of both parties. 

(f)The obligations of Associate in terms of this Confidentiality, Data and IP Protection Terms shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall continue thereafter in 
perpetuity. 

Please complete and return these documents to the TCSL HR executive, within 7 days of receiving this 
offer. 

This is to confirm that I have received the Letter of Offer on ________________ . 

I hereby accept this Offer and intend to join service on__________________. 

Name: 

Address: 

Signature: 

Date: 
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OL No: TN15815 Date : 29 October 2023

Dear JASPREET KAUR,

Our hiring team was positively excited to get to know you over the interview call. It is our pleasure to offer
you a position with TEACHNOOK as an Business Development Trainee.

We believe you will be an excellent addition to our team and are very much looking forward to having you
onboard.

The following confirms our arrangements regarding your employment with TEACHNOOK:

Date of Joining : 6 November 2023

Training Period : 6 November 2023 to 15-November-2023 - (Unpaid)

OJT Start Date: 16-November-2023

OJT End Date: 15-May-2024

Location of Training: Bangalore

Stipend: INR 15000 Per Month

Incentives : INR 10000

Target: 180000 INR per month.

Pre - Placement Offer :- 4 to 6 LPA (After Completion of Training)

I have read and understood the terms and conditions and I accept this offer, as set forth above, with Teachnook, and

will report on 6 November 2023.

SIGNATURE:______________________ DATE:__________________

(Candidate’s Signature)



Training Policy

▪ Acceptance of this offer shows that you agree and are ready to perform the given responsibilities with due care

and diligence; and in compliance with the management norms.

▪ The acceptance of this offer also shows your enthusiasm to work on a 9 hour shift from 11 am to 8pm (including

breaks). You will be entitled to one day weekly off(On a weekday).

▪ During the training period you will receive all the benefits that are entitled for trainees.

▪ At any time if you wish to discontinue the training due to personal reasons , you will have to follow the company's

resignation procedures.

- Resignation procedure includes:- 1 month of notice period. In case, you won’t be able to serve the notice

period you would be required to pay a compensation equal to 1 month stipend and you can be relieved

from the company.

▪ All your information will be safe and confidential with Teachnook. Similarly, all the information acquired during

the course of your employment shall remain confidential and you shall refrain from using it for your own purpose

or from disclosing it to any third party.

▪ Upon conclusion of your employment, you will immediately return all of its property, equipment

and documents including electronically stored information.

▪ You will have to cooperate with and follow all policies and practices of Teachnook for both yours and

Teachnook’s development.

▪ Post successful completion of the Training tenure, you will be prone to exciting pre-placement offers from

Teachnook.

▪ The stipend cycle will start along with your OJT.

Please indicate your acceptance of this offer by signing below.

We at Teachnook extend a warm welcome to you and look forward to a mutually beneficial experience.

SIGNATURE:_____________________ DATE:__________________

(Candidate’s Signature)



ANNEXURE

As a part of the joining process, you are requested to carry with you the following documents on the day
of joining.

Photocopies of

● 1 coloured copy of Offer Letter.
● SSLC (X Std) Marks Card & 12th Marks Card.
● Degree / Diploma/ Highest qualification certificate along with marks card (any semester).
● 2 passport size photographs.
● PAN Card, Voter ID & Driving Licence Scanned Copy.
● Bank Account Details: Bank Name, Your Name as per Bank records,Account Number, IFSC

Code.

Please bring the original documents either education certificates / mark sheets (10th or 12th) or
Government issued ID Card (Driving Licence/ PAN Card) for verification.

SIGNATURE:_____________________ DATE:__________________

(Candidate’s Signature)



OL No: TN15761 Date : 26 October 2023

Dear jay prakash panday,

Our hiring team was positively excited to get to know you over the interview call. It is our pleasure to offer
you a position with TEACHNOOK as an Business Development Trainee.

We believe you will be an excellent addition to our team and are very much looking forward to having you
onboard.

The following confirms our arrangements regarding your employment with TEACHNOOK:

Date of Joining : 6 November 2023

Training Period : 6 November 2023 to 15-November-2023 - (Unpaid)

OJT Start Date: 16-November-2023

OJT End Date: 15-May-2024

Location of Training: Bangalore

Stipend: INR 18000 Per Month

Incentives : INR 12000

Target: 280000 INR per month.

Pre - Placement Offer :- 4 to 6 LPA (After Completion of Training)

I have read and understood the terms and conditions and I accept this offer, as set forth above, with Teachnook, and

will report on 6 November 2023.

SIGNATURE:______________________ DATE:__________________

(Candidate’s Signature)



Training Policy

▪ Acceptance of this offer shows that you agree and are ready to perform the given responsibilities with due care

and diligence; and in compliance with the management norms.

▪ The acceptance of this offer also shows your enthusiasm to work on a 9 hour shift from 11 am to 8pm (including

breaks). You will be entitled to one day weekly off(On a weekday).

▪ During the training period you will receive all the benefits that are entitled for trainees.

▪ At any time if you wish to discontinue the training due to personal reasons , you will have to follow the company's

resignation procedures.

- Resignation procedure includes:- 1 month of notice period. In case, you won’t be able to serve the notice

period you would be required to pay a compensation equal to 1 month stipend and you can be relieved

from the company.

▪ All your information will be safe and confidential with Teachnook. Similarly, all the information acquired during

the course of your employment shall remain confidential and you shall refrain from using it for your own purpose

or from disclosing it to any third party.

▪ Upon conclusion of your employment, you will immediately return all of its property, equipment

and documents including electronically stored information.

▪ You will have to cooperate with and follow all policies and practices of Teachnook for both yours and

Teachnook’s development.

▪ Post successful completion of the Training tenure, you will be prone to exciting pre-placement offers from

Teachnook.

▪ The stipend cycle will start along with your OJT.

Please indicate your acceptance of this offer by signing below.

We at Teachnook extend a warm welcome to you and look forward to a mutually beneficial experience.

SIGNATURE:_____________________ DATE:__________________

(Candidate’s Signature)



ANNEXURE

As a part of the joining process, you are requested to carry with you the following documents on the day
of joining.

Photocopies of

● 1 coloured copy of Offer Letter.
● SSLC (X Std) Marks Card & 12th Marks Card.
● Degree / Diploma/ Highest qualification certificate along with marks card (any semester).
● 2 passport size photographs.
● PAN Card, Voter ID & Driving Licence Scanned Copy.
● Bank Account Details: Bank Name, Your Name as per Bank records,Account Number, IFSC

Code.

Please bring the original documents either education certificates / mark sheets (10th or 12th) or
Government issued ID Card (Driving Licence/ PAN Card) for verification.

SIGNATURE:_____________________ DATE:__________________

(Candidate’s Signature)



OL No: TN15760 Date : 26 October 2023

DearMD ADIL TAJ,

Our hiring team was positively excited to get to know you over the interview call. It is our pleasure to offer
you a position with TEACHNOOK as an Business Development Trainee.

We believe you will be an excellent addition to our team and are very much looking forward to having you
onboard.

The following confirms our arrangements regarding your employment with TEACHNOOK:

Date of Joining : 6 November 2023

Training Period : 6 November 2023 to 15-November-2023 - (Unpaid)

OJT Start Date: 16-November-2023

OJT End Date: 15-May-2024

Location of Training: Bangalore

Stipend: INR 15000 Per Month

Incentives : INR 10000

Target: 180000 INR per month.

Pre - Placement Offer :- 4 to 6 LPA (After Completion of Training)

I have read and understood the terms and conditions and I accept this offer, as set forth above, with Teachnook, and

will report on 6 November 2023.

SIGNATURE:______________________ DATE:__________________

(Candidate’s Signature)



Training Policy

▪ Acceptance of this offer shows that you agree and are ready to perform the given responsibilities with due care

and diligence; and in compliance with the management norms.

▪ The acceptance of this offer also shows your enthusiasm to work on a 9 hour shift from 11 am to 8pm (including

breaks). You will be entitled to one day weekly off(On a weekday).

▪ During the training period you will receive all the benefits that are entitled for trainees.

▪ At any time if you wish to discontinue the training due to personal reasons , you will have to follow the company's

resignation procedures.

- Resignation procedure includes:- 1 month of notice period. In case, you won’t be able to serve the notice

period you would be required to pay a compensation equal to 1 month stipend and you can be relieved

from the company.

▪ All your information will be safe and confidential with Teachnook. Similarly, all the information acquired during

the course of your employment shall remain confidential and you shall refrain from using it for your own purpose

or from disclosing it to any third party.

▪ Upon conclusion of your employment, you will immediately return all of its property, equipment

and documents including electronically stored information.

▪ You will have to cooperate with and follow all policies and practices of Teachnook for both yours and

Teachnook’s development.

▪ Post successful completion of the Training tenure, you will be prone to exciting pre-placement offers from

Teachnook.

▪ The stipend cycle will start along with your OJT.

Please indicate your acceptance of this offer by signing below.

We at Teachnook extend a warm welcome to you and look forward to a mutually beneficial experience.

SIGNATURE:_____________________ DATE:__________________

(Candidate’s Signature)



ANNEXURE

As a part of the joining process, you are requested to carry with you the following documents on the day
of joining.

Photocopies of

● 1 coloured copy of Offer Letter.
● SSLC (X Std) Marks Card & 12th Marks Card.
● Degree / Diploma/ Highest qualification certificate along with marks card (any semester).
● 2 passport size photographs.
● PAN Card, Voter ID & Driving Licence Scanned Copy.
● Bank Account Details: Bank Name, Your Name as per Bank records,Account Number, IFSC

Code.

Please bring the original documents either education certificates / mark sheets (10th or 12th) or
Government issued ID Card (Driving Licence/ PAN Card) for verification.

SIGNATURE:_____________________ DATE:__________________

(Candidate’s Signature)



OL No: TN15767 Date : 26 October 2023

Dear Nitin kumar,

Our hiring team was positively excited to get to know you over the interview call. It is our pleasure to offer
you a position with TEACHNOOK as an Business Development Trainee.

We believe you will be an excellent addition to our team and are very much looking forward to having you
onboard.

The following confirms our arrangements regarding your employment with TEACHNOOK:

Date of Joining : 6 November 2023

Training Period : 6 November 2023 to 15-November-2023 - (Unpaid)

OJT Start Date: 16-November-2023

OJT End Date: 15-May-2024

Location of Training: Bangalore

Stipend: INR 15000 Per Month

Incentives : INR 10000

Target: 180000 INR per month.

Pre - Placement Offer :- 4 to 6 LPA (After Completion of Training)

I have read and understood the terms and conditions and I accept this offer, as set forth above, with Teachnook, and

will report on 6 November 2023.

SIGNATURE:______________________ DATE:__________________

(Candidate’s Signature)



Training Policy

▪ Acceptance of this offer shows that you agree and are ready to perform the given responsibilities with due care

and diligence; and in compliance with the management norms.

▪ The acceptance of this offer also shows your enthusiasm to work on a 9 hour shift from 11 am to 8pm (including

breaks). You will be entitled to one day weekly off(On a weekday).

▪ During the training period you will receive all the benefits that are entitled for trainees.

▪ At any time if you wish to discontinue the training due to personal reasons , you will have to follow the company's

resignation procedures.

- Resignation procedure includes:- 1 month of notice period. In case, you won’t be able to serve the notice

period you would be required to pay a compensation equal to 1 month stipend and you can be relieved

from the company.

▪ All your information will be safe and confidential with Teachnook. Similarly, all the information acquired during

the course of your employment shall remain confidential and you shall refrain from using it for your own purpose

or from disclosing it to any third party.

▪ Upon conclusion of your employment, you will immediately return all of its property, equipment

and documents including electronically stored information.

▪ You will have to cooperate with and follow all policies and practices of Teachnook for both yours and

Teachnook’s development.

▪ Post successful completion of the Training tenure, you will be prone to exciting pre-placement offers from

Teachnook.

▪ The stipend cycle will start along with your OJT.

Please indicate your acceptance of this offer by signing below.

We at Teachnook extend a warm welcome to you and look forward to a mutually beneficial experience.

SIGNATURE:_____________________ DATE:__________________

(Candidate’s Signature)



ANNEXURE

As a part of the joining process, you are requested to carry with you the following documents on the day
of joining.

Photocopies of

● 1 coloured copy of Offer Letter.
● SSLC (X Std) Marks Card & 12th Marks Card.
● Degree / Diploma/ Highest qualification certificate along with marks card (any semester).
● 2 passport size photographs.
● PAN Card, Voter ID & Driving Licence Scanned Copy.
● Bank Account Details: Bank Name, Your Name as per Bank records,Account Number, IFSC

Code.

Please bring the original documents either education certificates / mark sheets (10th or 12th) or
Government issued ID Card (Driving Licence/ PAN Card) for verification.

SIGNATURE:_____________________ DATE:__________________

(Candidate’s Signature)



OL No: TN15768 Date : 26 October 2023

Dear PAYAL KUMARI,

Our hiring team was positively excited to get to know you over the interview call. It is our pleasure to offer
you a position with TEACHNOOK as an Business Development Trainee.

We believe you will be an excellent addition to our team and are very much looking forward to having you
onboard.

The following confirms our arrangements regarding your employment with TEACHNOOK:

Date of Joining : 6 November 2023

Training Period : 6 November 2023 to 15-November-2023 - (Unpaid)

OJT Start Date: 16-November-2023

OJT End Date: 15-May-2024

Location of Training: Bangalore

Stipend: INR 18000 Per Month

Incentives : INR 12000

Target: 280000 INR per month.

Pre - Placement Offer :- 4 to 6 LPA (After Completion of Training)

I have read and understood the terms and conditions and I accept this offer, as set forth above, with Teachnook, and

will report on 6 November 2023.

SIGNATURE:______________________ DATE:__________________

(Candidate’s Signature)



Training Policy

▪ Acceptance of this offer shows that you agree and are ready to perform the given responsibilities with due care

and diligence; and in compliance with the management norms.

▪ The acceptance of this offer also shows your enthusiasm to work on a 9 hour shift from 11 am to 8pm (including

breaks). You will be entitled to one day weekly off(On a weekday).

▪ During the training period you will receive all the benefits that are entitled for trainees.

▪ At any time if you wish to discontinue the training due to personal reasons , you will have to follow the company's

resignation procedures.

- Resignation procedure includes:- 1 month of notice period. In case, you won’t be able to serve the notice

period you would be required to pay a compensation equal to 1 month stipend and you can be relieved

from the company.

▪ All your information will be safe and confidential with Teachnook. Similarly, all the information acquired during

the course of your employment shall remain confidential and you shall refrain from using it for your own purpose

or from disclosing it to any third party.

▪ Upon conclusion of your employment, you will immediately return all of its property, equipment

and documents including electronically stored information.

▪ You will have to cooperate with and follow all policies and practices of Teachnook for both yours and

Teachnook’s development.

▪ Post successful completion of the Training tenure, you will be prone to exciting pre-placement offers from

Teachnook.

▪ The stipend cycle will start along with your OJT.

Please indicate your acceptance of this offer by signing below.

We at Teachnook extend a warm welcome to you and look forward to a mutually beneficial experience.

SIGNATURE:_____________________ DATE:__________________

(Candidate’s Signature)



ANNEXURE

As a part of the joining process, you are requested to carry with you the following documents on the day
of joining.

Photocopies of

● 1 coloured copy of Offer Letter.
● SSLC (X Std) Marks Card & 12th Marks Card.
● Degree / Diploma/ Highest qualification certificate along with marks card (any semester).
● 2 passport size photographs.
● PAN Card, Voter ID & Driving Licence Scanned Copy.
● Bank Account Details: Bank Name, Your Name as per Bank records,Account Number, IFSC

Code.

Please bring the original documents either education certificates / mark sheets (10th or 12th) or
Government issued ID Card (Driving Licence/ PAN Card) for verification.

SIGNATURE:_____________________ DATE:__________________

(Candidate’s Signature)



OL No: TN15766 Date : 26 October 2023

Dear Pradeep Choubey,

Our hiring team was positively excited to get to know you over the interview call. It is our pleasure to offer
you a position with TEACHNOOK as an Business Development Trainee.

We believe you will be an excellent addition to our team and are very much looking forward to having you
onboard.

The following confirms our arrangements regarding your employment with TEACHNOOK:

Date of Joining : 6 November 2023

Training Period : 6 November 2023 to 15-November-2023 - (Unpaid)

OJT Start Date: 16-November-2023

OJT End Date: 15-May-2024

Location of Training: Bangalore

Stipend: INR 15000 Per Month

Incentives : INR 10000

Target: 180000 INR per month.

Pre - Placement Offer :- 4 to 6 LPA (After Completion of Training)

I have read and understood the terms and conditions and I accept this offer, as set forth above, with Teachnook, and

will report on 6 November 2023.

SIGNATURE:______________________ DATE:__________________

(Candidate’s Signature)



Training Policy

▪ Acceptance of this offer shows that you agree and are ready to perform the given responsibilities with due care

and diligence; and in compliance with the management norms.

▪ The acceptance of this offer also shows your enthusiasm to work on a 9 hour shift from 11 am to 8pm (including

breaks). You will be entitled to one day weekly off(On a weekday).

▪ During the training period you will receive all the benefits that are entitled for trainees.

▪ At any time if you wish to discontinue the training due to personal reasons , you will have to follow the company's

resignation procedures.

- Resignation procedure includes:- 1 month of notice period. In case, you won’t be able to serve the notice

period you would be required to pay a compensation equal to 1 month stipend and you can be relieved

from the company.

▪ All your information will be safe and confidential with Teachnook. Similarly, all the information acquired during

the course of your employment shall remain confidential and you shall refrain from using it for your own purpose

or from disclosing it to any third party.

▪ Upon conclusion of your employment, you will immediately return all of its property, equipment

and documents including electronically stored information.

▪ You will have to cooperate with and follow all policies and practices of Teachnook for both yours and

Teachnook’s development.

▪ Post successful completion of the Training tenure, you will be prone to exciting pre-placement offers from

Teachnook.

▪ The stipend cycle will start along with your OJT.

Please indicate your acceptance of this offer by signing below.

We at Teachnook extend a warm welcome to you and look forward to a mutually beneficial experience.

SIGNATURE:_____________________ DATE:__________________

(Candidate’s Signature)



ANNEXURE

As a part of the joining process, you are requested to carry with you the following documents on the day
of joining.

Photocopies of

● 1 coloured copy of Offer Letter.
● SSLC (X Std) Marks Card & 12th Marks Card.
● Degree / Diploma/ Highest qualification certificate along with marks card (any semester).
● 2 passport size photographs.
● PAN Card, Voter ID & Driving Licence Scanned Copy.
● Bank Account Details: Bank Name, Your Name as per Bank records,Account Number, IFSC

Code.

Please bring the original documents either education certificates / mark sheets (10th or 12th) or
Government issued ID Card (Driving Licence/ PAN Card) for verification.

SIGNATURE:_____________________ DATE:__________________

(Candidate’s Signature)



OL No: TN15769 Date : 26 October 2023

Dear RISHABH KUMAR,

Our hiring team was positively excited to get to know you over the interview call. It is our pleasure to offer
you a position with TEACHNOOK as an Business Development Trainee.

We believe you will be an excellent addition to our team and are very much looking forward to having you
onboard.

The following confirms our arrangements regarding your employment with TEACHNOOK:

Date of Joining : 6 November 2023

Training Period : 6 November 2023 to 15-November-2023 - (Unpaid)

OJT Start Date: 16-November-2023

OJT End Date: 15-May-2024

Location of Training: Bangalore

Stipend: INR 15000 Per Month

Incentives : INR 10000

Target: 180000 INR per month.

Pre - Placement Offer :- 4 to 6 LPA (After Completion of Training)

I have read and understood the terms and conditions and I accept this offer, as set forth above, with Teachnook, and

will report on 6 November 2023.

SIGNATURE:______________________ DATE:__________________

(Candidate’s Signature)



Training Policy

▪ Acceptance of this offer shows that you agree and are ready to perform the given responsibilities with due care

and diligence; and in compliance with the management norms.

▪ The acceptance of this offer also shows your enthusiasm to work on a 9 hour shift from 11 am to 8pm (including

breaks). You will be entitled to one day weekly off(On a weekday).

▪ During the training period you will receive all the benefits that are entitled for trainees.

▪ At any time if you wish to discontinue the training due to personal reasons , you will have to follow the company's

resignation procedures.

- Resignation procedure includes:- 1 month of notice period. In case, you won’t be able to serve the notice

period you would be required to pay a compensation equal to 1 month stipend and you can be relieved

from the company.

▪ All your information will be safe and confidential with Teachnook. Similarly, all the information acquired during

the course of your employment shall remain confidential and you shall refrain from using it for your own purpose

or from disclosing it to any third party.

▪ Upon conclusion of your employment, you will immediately return all of its property, equipment

and documents including electronically stored information.

▪ You will have to cooperate with and follow all policies and practices of Teachnook for both yours and

Teachnook’s development.

▪ Post successful completion of the Training tenure, you will be prone to exciting pre-placement offers from

Teachnook.

▪ The stipend cycle will start along with your OJT.

Please indicate your acceptance of this offer by signing below.

We at Teachnook extend a warm welcome to you and look forward to a mutually beneficial experience.

SIGNATURE:_____________________ DATE:__________________

(Candidate’s Signature)



ANNEXURE

As a part of the joining process, you are requested to carry with you the following documents on the day
of joining.

Photocopies of

● 1 coloured copy of Offer Letter.
● SSLC (X Std) Marks Card & 12th Marks Card.
● Degree / Diploma/ Highest qualification certificate along with marks card (any semester).
● 2 passport size photographs.
● PAN Card, Voter ID & Driving Licence Scanned Copy.
● Bank Account Details: Bank Name, Your Name as per Bank records,Account Number, IFSC

Code.

Please bring the original documents either education certificates / mark sheets (10th or 12th) or
Government issued ID Card (Driving Licence/ PAN Card) for verification.

SIGNATURE:_____________________ DATE:__________________

(Candidate’s Signature)



OL No: TN15759 Date : 26 October 2023

Dear RUKHSAR BANO,

Our hiring team was positively excited to get to know you over the interview call. It is our pleasure to offer
you a position with TEACHNOOK as an Business Development Trainee.

We believe you will be an excellent addition to our team and are very much looking forward to having you
onboard.

The following confirms our arrangements regarding your employment with TEACHNOOK:

Date of Joining : 6 November 2023

Training Period : 6 November 2023 to 15-November-2023 - (Unpaid)

OJT Start Date: 16-November-2023

OJT End Date: 15-May-2024

Location of Training: Bangalore

Stipend: INR 18000 Per Month

Incentives : INR 12000

Target: 280000 INR per month.

Pre - Placement Offer :- 4 to 6 LPA (After Completion of Training)

I have read and understood the terms and conditions and I accept this offer, as set forth above, with Teachnook, and

will report on 6 November 2023.

SIGNATURE:______________________ DATE:__________________

(Candidate’s Signature)



Training Policy

▪ Acceptance of this offer shows that you agree and are ready to perform the given responsibilities with due care

and diligence; and in compliance with the management norms.

▪ The acceptance of this offer also shows your enthusiasm to work on a 9 hour shift from 11 am to 8pm (including

breaks). You will be entitled to one day weekly off(On a weekday).

▪ During the training period you will receive all the benefits that are entitled for trainees.

▪ At any time if you wish to discontinue the training due to personal reasons , you will have to follow the company's

resignation procedures.

- Resignation procedure includes:- 1 month of notice period. In case, you won’t be able to serve the notice

period you would be required to pay a compensation equal to 1 month stipend and you can be relieved

from the company.

▪ All your information will be safe and confidential with Teachnook. Similarly, all the information acquired during

the course of your employment shall remain confidential and you shall refrain from using it for your own purpose

or from disclosing it to any third party.

▪ Upon conclusion of your employment, you will immediately return all of its property, equipment

and documents including electronically stored information.

▪ You will have to cooperate with and follow all policies and practices of Teachnook for both yours and

Teachnook’s development.

▪ Post successful completion of the Training tenure, you will be prone to exciting pre-placement offers from

Teachnook.

▪ The stipend cycle will start along with your OJT.

Please indicate your acceptance of this offer by signing below.

We at Teachnook extend a warm welcome to you and look forward to a mutually beneficial experience.

SIGNATURE:_____________________ DATE:__________________

(Candidate’s Signature)



ANNEXURE

As a part of the joining process, you are requested to carry with you the following documents on the day
of joining.

Photocopies of

● 1 coloured copy of Offer Letter.
● SSLC (X Std) Marks Card & 12th Marks Card.
● Degree / Diploma/ Highest qualification certificate along with marks card (any semester).
● 2 passport size photographs.
● PAN Card, Voter ID & Driving Licence Scanned Copy.
● Bank Account Details: Bank Name, Your Name as per Bank records,Account Number, IFSC

Code.

Please bring the original documents either education certificates / mark sheets (10th or 12th) or
Government issued ID Card (Driving Licence/ PAN Card) for verification.

SIGNATURE:_____________________ DATE:__________________

(Candidate’s Signature)



OL No: TN15816 Date : 29 October 2023

Dear Shakti Kumar,

Our hiring team was positively excited to get to know you over the interview call. It is our pleasure to offer
you a position with TEACHNOOK as an Business Development Trainee.

We believe you will be an excellent addition to our team and are very much looking forward to having you
onboard.

The following confirms our arrangements regarding your employment with TEACHNOOK:

Date of Joining : 6 November 2023

Training Period : 6 November 2023 to 15-November-2023 - (Unpaid)

OJT Start Date: 16-November-2023

OJT End Date: 15-May-2024

Location of Training: Bangalore

Stipend: INR 15000 Per Month

Incentives : INR 10000

Target: 180000 INR per month.

Pre - Placement Offer :- 4 to 6 LPA (After Completion of Training)

I have read and understood the terms and conditions and I accept this offer, as set forth above, with Teachnook, and

will report on 6 November 2023.

SIGNATURE:______________________ DATE:__________________

(Candidate’s Signature)



Training Policy

▪ Acceptance of this offer shows that you agree and are ready to perform the given responsibilities with due care

and diligence; and in compliance with the management norms.

▪ The acceptance of this offer also shows your enthusiasm to work on a 9 hour shift from 11 am to 8pm (including

breaks). You will be entitled to one day weekly off(On a weekday).

▪ During the training period you will receive all the benefits that are entitled for trainees.

▪ At any time if you wish to discontinue the training due to personal reasons , you will have to follow the company's

resignation procedures.

- Resignation procedure includes:- 1 month of notice period. In case, you won’t be able to serve the notice

period you would be required to pay a compensation equal to 1 month stipend and you can be relieved

from the company.

▪ All your information will be safe and confidential with Teachnook. Similarly, all the information acquired during

the course of your employment shall remain confidential and you shall refrain from using it for your own purpose

or from disclosing it to any third party.

▪ Upon conclusion of your employment, you will immediately return all of its property, equipment

and documents including electronically stored information.

▪ You will have to cooperate with and follow all policies and practices of Teachnook for both yours and

Teachnook’s development.

▪ Post successful completion of the Training tenure, you will be prone to exciting pre-placement offers from

Teachnook.

▪ The stipend cycle will start along with your OJT.

Please indicate your acceptance of this offer by signing below.

We at Teachnook extend a warm welcome to you and look forward to a mutually beneficial experience.

SIGNATURE:_____________________ DATE:__________________

(Candidate’s Signature)



ANNEXURE

As a part of the joining process, you are requested to carry with you the following documents on the day
of joining.

Photocopies of

● 1 coloured copy of Offer Letter.
● SSLC (X Std) Marks Card & 12th Marks Card.
● Degree / Diploma/ Highest qualification certificate along with marks card (any semester).
● 2 passport size photographs.
● PAN Card, Voter ID & Driving Licence Scanned Copy.
● Bank Account Details: Bank Name, Your Name as per Bank records,Account Number, IFSC

Code.

Please bring the original documents either education certificates / mark sheets (10th or 12th) or
Government issued ID Card (Driving Licence/ PAN Card) for verification.

SIGNATURE:_____________________ DATE:__________________

(Candidate’s Signature)



OL No: TN15814 Date : 29 October 2023

Dear Shubham kumar,

Our hiring team was positively excited to get to know you over the interview call. It is our pleasure to offer
you a position with TEACHNOOK as an Business Development Trainee.

We believe you will be an excellent addition to our team and are very much looking forward to having you
onboard.

The following confirms our arrangements regarding your employment with TEACHNOOK:

Date of Joining : 6 November 2023

Training Period : 6 November 2023 to 15-November-2023 - (Unpaid)

OJT Start Date: 16-November-2023

OJT End Date: 15-May-2024

Location of Training: Bangalore

Stipend: INR 15000 Per Month

Incentives : INR 10000

Target: 180000 INR per month.

Pre - Placement Offer :- 4 to 6 LPA (After Completion of Training)

I have read and understood the terms and conditions and I accept this offer, as set forth above, with Teachnook, and

will report on 6 November 2023.

SIGNATURE:______________________ DATE:__________________

(Candidate’s Signature)



Training Policy

▪ Acceptance of this offer shows that you agree and are ready to perform the given responsibilities with due care

and diligence; and in compliance with the management norms.

▪ The acceptance of this offer also shows your enthusiasm to work on a 9 hour shift from 11 am to 8pm (including

breaks). You will be entitled to one day weekly off(On a weekday).

▪ During the training period you will receive all the benefits that are entitled for trainees.

▪ At any time if you wish to discontinue the training due to personal reasons , you will have to follow the company's

resignation procedures.

- Resignation procedure includes:- 1 month of notice period. In case, you won’t be able to serve the notice

period you would be required to pay a compensation equal to 1 month stipend and you can be relieved

from the company.

▪ All your information will be safe and confidential with Teachnook. Similarly, all the information acquired during

the course of your employment shall remain confidential and you shall refrain from using it for your own purpose

or from disclosing it to any third party.

▪ Upon conclusion of your employment, you will immediately return all of its property, equipment

and documents including electronically stored information.

▪ You will have to cooperate with and follow all policies and practices of Teachnook for both yours and

Teachnook’s development.

▪ Post successful completion of the Training tenure, you will be prone to exciting pre-placement offers from

Teachnook.

▪ The stipend cycle will start along with your OJT.

Please indicate your acceptance of this offer by signing below.

We at Teachnook extend a warm welcome to you and look forward to a mutually beneficial experience.

SIGNATURE:_____________________ DATE:__________________

(Candidate’s Signature)



ANNEXURE

As a part of the joining process, you are requested to carry with you the following documents on the day
of joining.

Photocopies of

● 1 coloured copy of Offer Letter.
● SSLC (X Std) Marks Card & 12th Marks Card.
● Degree / Diploma/ Highest qualification certificate along with marks card (any semester).
● 2 passport size photographs.
● PAN Card, Voter ID & Driving Licence Scanned Copy.
● Bank Account Details: Bank Name, Your Name as per Bank records,Account Number, IFSC

Code.

Please bring the original documents either education certificates / mark sheets (10th or 12th) or
Government issued ID Card (Driving Licence/ PAN Card) for verification.

SIGNATURE:_____________________ DATE:__________________

(Candidate’s Signature)



OL No: TN15758 Date : 26 October 2023

Dear Shubham prakash,

Our hiring team was positively excited to get to know you over the interview call. It is our pleasure to offer
you a position with TEACHNOOK as an Business Development Trainee.

We believe you will be an excellent addition to our team and are very much looking forward to having you
onboard.

The following confirms our arrangements regarding your employment with TEACHNOOK:

Date of Joining : 6 November 2023

Training Period : 6 November 2023 to 15-November-2023 - (Unpaid)

OJT Start Date: 16-November-2023

OJT End Date: 15-May-2024

Location of Training: Bangalore

Stipend: INR 15000 Per Month

Incentives : INR 10000

Target: 180000 INR per month.

Pre - Placement Offer :- 4 to 6 LPA (After Completion of Training)

I have read and understood the terms and conditions and I accept this offer, as set forth above, with Teachnook, and

will report on 6 November 2023.

SIGNATURE:______________________ DATE:__________________

(Candidate’s Signature)



Training Policy

▪ Acceptance of this offer shows that you agree and are ready to perform the given responsibilities with due care

and diligence; and in compliance with the management norms.

▪ The acceptance of this offer also shows your enthusiasm to work on a 9 hour shift from 11 am to 8pm (including

breaks). You will be entitled to one day weekly off(On a weekday).

▪ During the training period you will receive all the benefits that are entitled for trainees.

▪ At any time if you wish to discontinue the training due to personal reasons , you will have to follow the company's

resignation procedures.

- Resignation procedure includes:- 1 month of notice period. In case, you won’t be able to serve the notice

period you would be required to pay a compensation equal to 1 month stipend and you can be relieved

from the company.

▪ All your information will be safe and confidential with Teachnook. Similarly, all the information acquired during

the course of your employment shall remain confidential and you shall refrain from using it for your own purpose

or from disclosing it to any third party.

▪ Upon conclusion of your employment, you will immediately return all of its property, equipment

and documents including electronically stored information.

▪ You will have to cooperate with and follow all policies and practices of Teachnook for both yours and

Teachnook’s development.

▪ Post successful completion of the Training tenure, you will be prone to exciting pre-placement offers from

Teachnook.

▪ The stipend cycle will start along with your OJT.

Please indicate your acceptance of this offer by signing below.

We at Teachnook extend a warm welcome to you and look forward to a mutually beneficial experience.

SIGNATURE:_____________________ DATE:__________________

(Candidate’s Signature)



ANNEXURE

As a part of the joining process, you are requested to carry with you the following documents on the day
of joining.

Photocopies of

● 1 coloured copy of Offer Letter.
● SSLC (X Std) Marks Card & 12th Marks Card.
● Degree / Diploma/ Highest qualification certificate along with marks card (any semester).
● 2 passport size photographs.
● PAN Card, Voter ID & Driving Licence Scanned Copy.
● Bank Account Details: Bank Name, Your Name as per Bank records,Account Number, IFSC

Code.

Please bring the original documents either education certificates / mark sheets (10th or 12th) or
Government issued ID Card (Driving Licence/ PAN Card) for verification.

SIGNATURE:_____________________ DATE:__________________

(Candidate’s Signature)



OL No: TN15762 Date : 26 October 2023

Dear Sourabh Kumar,

Our hiring team was positively excited to get to know you over the interview call. It is our pleasure to offer
you a position with TEACHNOOK as an Business Development Trainee.

We believe you will be an excellent addition to our team and are very much looking forward to having you
onboard.

The following confirms our arrangements regarding your employment with TEACHNOOK:

Date of Joining : 6 November 2023

Training Period : 6 November 2023 to 15-November-2023 - (Unpaid)

OJT Start Date: 16-November-2023

OJT End Date: 15-May-2024

Location of Training: Bangalore

Stipend: INR 15000 Per Month

Incentives : INR 10000

Target: 180000 INR per month.

Pre - Placement Offer :- 4 to 6 LPA (After Completion of Training)

I have read and understood the terms and conditions and I accept this offer, as set forth above, with Teachnook, and

will report on 6 November 2023.

SIGNATURE:______________________ DATE:__________________

(Candidate’s Signature)



Training Policy

▪ Acceptance of this offer shows that you agree and are ready to perform the given responsibilities with due care

and diligence; and in compliance with the management norms.

▪ The acceptance of this offer also shows your enthusiasm to work on a 9 hour shift from 11 am to 8pm (including

breaks). You will be entitled to one day weekly off(On a weekday).

▪ During the training period you will receive all the benefits that are entitled for trainees.

▪ At any time if you wish to discontinue the training due to personal reasons , you will have to follow the company's

resignation procedures.

- Resignation procedure includes:- 1 month of notice period. In case, you won’t be able to serve the notice

period you would be required to pay a compensation equal to 1 month stipend and you can be relieved

from the company.

▪ All your information will be safe and confidential with Teachnook. Similarly, all the information acquired during

the course of your employment shall remain confidential and you shall refrain from using it for your own purpose

or from disclosing it to any third party.

▪ Upon conclusion of your employment, you will immediately return all of its property, equipment

and documents including electronically stored information.

▪ You will have to cooperate with and follow all policies and practices of Teachnook for both yours and

Teachnook’s development.

▪ Post successful completion of the Training tenure, you will be prone to exciting pre-placement offers from

Teachnook.

▪ The stipend cycle will start along with your OJT.

Please indicate your acceptance of this offer by signing below.

We at Teachnook extend a warm welcome to you and look forward to a mutually beneficial experience.

SIGNATURE:_____________________ DATE:__________________

(Candidate’s Signature)



ANNEXURE

As a part of the joining process, you are requested to carry with you the following documents on the day
of joining.

Photocopies of

● 1 coloured copy of Offer Letter.
● SSLC (X Std) Marks Card & 12th Marks Card.
● Degree / Diploma/ Highest qualification certificate along with marks card (any semester).
● 2 passport size photographs.
● PAN Card, Voter ID & Driving Licence Scanned Copy.
● Bank Account Details: Bank Name, Your Name as per Bank records,Account Number, IFSC

Code.

Please bring the original documents either education certificates / mark sheets (10th or 12th) or
Government issued ID Card (Driving Licence/ PAN Card) for verification.

SIGNATURE:_____________________ DATE:__________________

(Candidate’s Signature)



OL No: TN15763 Date : 26 October 2023

Dear Sunny kumar,

Our hiring team was positively excited to get to know you over the interview call. It is our pleasure to offer
you a position with TEACHNOOK as an Business Development Trainee.

We believe you will be an excellent addition to our team and are very much looking forward to having you
onboard.

The following confirms our arrangements regarding your employment with TEACHNOOK:

Date of Joining : 6 November 2023

Training Period : 6 November 2023 to 15-November-2023 - (Unpaid)

OJT Start Date: 16-November-2023

OJT End Date: 15-May-2024

Location of Training: Bangalore

Stipend: INR 15000 Per Month

Incentives : INR 10000

Target: 180000 INR per month.

Pre - Placement Offer :- 4 to 6 LPA (After Completion of Training)

I have read and understood the terms and conditions and I accept this offer, as set forth above, with Teachnook, and

will report on 6 November 2023.

SIGNATURE:______________________ DATE:__________________

(Candidate’s Signature)



Training Policy

▪ Acceptance of this offer shows that you agree and are ready to perform the given responsibilities with due care

and diligence; and in compliance with the management norms.

▪ The acceptance of this offer also shows your enthusiasm to work on a 9 hour shift from 11 am to 8pm (including

breaks). You will be entitled to one day weekly off(On a weekday).

▪ During the training period you will receive all the benefits that are entitled for trainees.

▪ At any time if you wish to discontinue the training due to personal reasons , you will have to follow the company's

resignation procedures.

- Resignation procedure includes:- 1 month of notice period. In case, you won’t be able to serve the notice

period you would be required to pay a compensation equal to 1 month stipend and you can be relieved

from the company.

▪ All your information will be safe and confidential with Teachnook. Similarly, all the information acquired during

the course of your employment shall remain confidential and you shall refrain from using it for your own purpose

or from disclosing it to any third party.

▪ Upon conclusion of your employment, you will immediately return all of its property, equipment

and documents including electronically stored information.

▪ You will have to cooperate with and follow all policies and practices of Teachnook for both yours and

Teachnook’s development.

▪ Post successful completion of the Training tenure, you will be prone to exciting pre-placement offers from

Teachnook.

▪ The stipend cycle will start along with your OJT.

Please indicate your acceptance of this offer by signing below.

We at Teachnook extend a warm welcome to you and look forward to a mutually beneficial experience.

SIGNATURE:_____________________ DATE:__________________

(Candidate’s Signature)



ANNEXURE

As a part of the joining process, you are requested to carry with you the following documents on the day
of joining.

Photocopies of

● 1 coloured copy of Offer Letter.
● SSLC (X Std) Marks Card & 12th Marks Card.
● Degree / Diploma/ Highest qualification certificate along with marks card (any semester).
● 2 passport size photographs.
● PAN Card, Voter ID & Driving Licence Scanned Copy.
● Bank Account Details: Bank Name, Your Name as per Bank records,Account Number, IFSC

Code.

Please bring the original documents either education certificates / mark sheets (10th or 12th) or
Government issued ID Card (Driving Licence/ PAN Card) for verification.

SIGNATURE:_____________________ DATE:__________________

(Candidate’s Signature)



OL No: TN15765 Date : 26 October 2023

Dear vishal kumar singh,

Our hiring team was positively excited to get to know you over the interview call. It is our pleasure to offer
you a position with TEACHNOOK as an Business Development Trainee.

We believe you will be an excellent addition to our team and are very much looking forward to having you
onboard.

The following confirms our arrangements regarding your employment with TEACHNOOK:

Date of Joining : 6 November 2023

Training Period : 6 November 2023 to 15-November-2023 - (Unpaid)

OJT Start Date: 16-November-2023

OJT End Date: 15-May-2024

Location of Training: Bangalore

Stipend: INR 15000 Per Month

Incentives : INR 10000

Target: 180000 INR per month.

Pre - Placement Offer :- 4 to 6 LPA (After Completion of Training)

I have read and understood the terms and conditions and I accept this offer, as set forth above, with Teachnook, and

will report on 6 November 2023.

SIGNATURE:______________________ DATE:__________________

(Candidate’s Signature)



Training Policy

▪ Acceptance of this offer shows that you agree and are ready to perform the given responsibilities with due care

and diligence; and in compliance with the management norms.

▪ The acceptance of this offer also shows your enthusiasm to work on a 9 hour shift from 11 am to 8pm (including

breaks). You will be entitled to one day weekly off(On a weekday).

▪ During the training period you will receive all the benefits that are entitled for trainees.

▪ At any time if you wish to discontinue the training due to personal reasons , you will have to follow the company's

resignation procedures.

- Resignation procedure includes:- 1 month of notice period. In case, you won’t be able to serve the notice

period you would be required to pay a compensation equal to 1 month stipend and you can be relieved

from the company.

▪ All your information will be safe and confidential with Teachnook. Similarly, all the information acquired during

the course of your employment shall remain confidential and you shall refrain from using it for your own purpose

or from disclosing it to any third party.

▪ Upon conclusion of your employment, you will immediately return all of its property, equipment

and documents including electronically stored information.

▪ You will have to cooperate with and follow all policies and practices of Teachnook for both yours and

Teachnook’s development.

▪ Post successful completion of the Training tenure, you will be prone to exciting pre-placement offers from

Teachnook.

▪ The stipend cycle will start along with your OJT.

Please indicate your acceptance of this offer by signing below.

We at Teachnook extend a warm welcome to you and look forward to a mutually beneficial experience.

SIGNATURE:_____________________ DATE:__________________

(Candidate’s Signature)



ANNEXURE

As a part of the joining process, you are requested to carry with you the following documents on the day
of joining.

Photocopies of

● 1 coloured copy of Offer Letter.
● SSLC (X Std) Marks Card & 12th Marks Card.
● Degree / Diploma/ Highest qualification certificate along with marks card (any semester).
● 2 passport size photographs.
● PAN Card, Voter ID & Driving Licence Scanned Copy.
● Bank Account Details: Bank Name, Your Name as per Bank records,Account Number, IFSC

Code.

Please bring the original documents either education certificates / mark sheets (10th or 12th) or
Government issued ID Card (Driving Licence/ PAN Card) for verification.

SIGNATURE:_____________________ DATE:__________________

(Candidate’s Signature)



OL No: TN15764 Date : 26 October 2023

Dear Vivek Kumar,

Our hiring team was positively excited to get to know you over the interview call. It is our pleasure to offer
you a position with TEACHNOOK as an Business Development Trainee.

We believe you will be an excellent addition to our team and are very much looking forward to having you
onboard.

The following confirms our arrangements regarding your employment with TEACHNOOK:

Date of Joining : 6 November 2023

Training Period : 6 November 2023 to 15-November-2023 - (Unpaid)

OJT Start Date: 16-November-2023

OJT End Date: 15-May-2024

Location of Training: Bangalore

Stipend: INR 15000 Per Month

Incentives : INR 10000

Target: 180000 INR per month.

Pre - Placement Offer :- 4 to 6 LPA (After Completion of Training)

I have read and understood the terms and conditions and I accept this offer, as set forth above, with Teachnook, and

will report on 6 November 2023.

SIGNATURE:______________________ DATE:__________________

(Candidate’s Signature)



Training Policy

▪ Acceptance of this offer shows that you agree and are ready to perform the given responsibilities with due care

and diligence; and in compliance with the management norms.

▪ The acceptance of this offer also shows your enthusiasm to work on a 9 hour shift from 11 am to 8pm (including

breaks). You will be entitled to one day weekly off(On a weekday).

▪ During the training period you will receive all the benefits that are entitled for trainees.

▪ At any time if you wish to discontinue the training due to personal reasons , you will have to follow the company's

resignation procedures.

- Resignation procedure includes:- 1 month of notice period. In case, you won’t be able to serve the notice

period you would be required to pay a compensation equal to 1 month stipend and you can be relieved

from the company.

▪ All your information will be safe and confidential with Teachnook. Similarly, all the information acquired during

the course of your employment shall remain confidential and you shall refrain from using it for your own purpose

or from disclosing it to any third party.

▪ Upon conclusion of your employment, you will immediately return all of its property, equipment

and documents including electronically stored information.

▪ You will have to cooperate with and follow all policies and practices of Teachnook for both yours and

Teachnook’s development.

▪ Post successful completion of the Training tenure, you will be prone to exciting pre-placement offers from

Teachnook.

▪ The stipend cycle will start along with your OJT.

Please indicate your acceptance of this offer by signing below.

We at Teachnook extend a warm welcome to you and look forward to a mutually beneficial experience.

SIGNATURE:_____________________ DATE:__________________

(Candidate’s Signature)



ANNEXURE

As a part of the joining process, you are requested to carry with you the following documents on the day
of joining.

Photocopies of

● 1 coloured copy of Offer Letter.
● SSLC (X Std) Marks Card & 12th Marks Card.
● Degree / Diploma/ Highest qualification certificate along with marks card (any semester).
● 2 passport size photographs.
● PAN Card, Voter ID & Driving Licence Scanned Copy.
● Bank Account Details: Bank Name, Your Name as per Bank records,Account Number, IFSC

Code.

Please bring the original documents either education certificates / mark sheets (10th or 12th) or
Government issued ID Card (Driving Licence/ PAN Card) for verification.

SIGNATURE:_____________________ DATE:__________________

(Candidate’s Signature)



Provisional Offer : BUSINESS PROCESS SERVICES
Ref: TCSL/DT20233962005/Kolkata/BPS/BTN
Date:03/08/2023

Dear Ms.  Vidhya  Rani,

Sub: Letter of Provisional Offer and Terms of Employment.

Thank you for exploring opportunities with Tata Consultancy Services Limited(TCSL). You have 
successfully completed our initial selection process and we are pleased to make you a provisional 
offer of Traineeship. 

You have been selected for a twelve month traineeship program at grade BPOS. You will receive a 
fixed monthly stipend during your internship. Your stipend amount will be decided on the basis of 
joining location and the process in which you will get allocation. The same will be communicated to 
you along with the detailed offer letter. 

Kindly confirm your acceptance on the traineeship offered by signing Annexure 1. If not accepted 
within 30 days of receipt, this offer of traineeship is liable to lapse at the discretion of the Company. 

This is a provisional offer of traineeship and should not be construed as an Offer of Employment 
from TCSL. A detailed offer of traineeship will follow within 7 days from completion of all 
documentation formalities and your aforesaid acceptance on this provisional offer. The Offer of 
traineeship will be made to you provided this - opportunity continues to be available with TCSL. 

Your traineeship with TCS is subject to your being declared medically fit and retaining that fitness 
during the tenure in the company and your Background / Reference check being favourable and 
acceptable to the Company. 

On joining and successful completion of all Joining formalities including the back ground verification, 
you will be issued a Letter of Appointment by TCSL. 

Your appointment will be governed by the policies, rules, regulations, practices, processes and 
procedures of TCSL as applicable to you and the changes therein from time to time. 
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Please also note, TCS BPS provides company transport facility within a pre-defined radius for each 
location as defined in the company transport policy. Those living beyond these boundaries would be 
required to make their own arrangements to reach the nearest location convenient to them from 
where they can be picked up or dropped. 

Yours Sincerely, 

For Tata Consultancy Services Limited. 

2Private and Confidential

TCSL/DT20233962005

Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click Here or use a QR code scanner from your

mobile to validate the offer letter

ANNEXURE 1

For the candidate to complete:

This is to confirm that I have received & hereby accept the Provisional Letter of Traineeship Ref 
No TCSL/DT20233962005/Kolkata/BPS/BTN on ________________(DD/MMM/YYYY).

Signature:

Name:

Date:

https://nextstep.tcs.com/campus?displayPage=pol_verf&authKey=Z6FZZxFZb0LiTT6T9ppZTF6T0pqT36xUZTFZpUpFx3x49LpZq8q6biLiq4q6LxL8U34U3qxU8q8


Provisional Offer : BUSINESS PROCESS SERVICES
Ref: TCSL/DT20234237627/Kolkata/BPS/BTN
Date:11/08/2023

Dear Mr.  Vishal  Kumar,

Sub: Letter of Provisional Offer and Terms of Employment.

Thank you for exploring opportunities with Tata Consultancy Services Limited(TCSL). You have 
successfully completed our initial selection process and we are pleased to make you a provisional 
offer of Traineeship. 

You have been selected for a twelve month traineeship program at grade BPOS. You will receive a 
fixed monthly stipend during your internship. Your stipend amount will be decided on the basis of 
joining location and the process in which you will get allocation. The same will be communicated to 
you along with the detailed offer letter. 

Kindly confirm your acceptance on the traineeship offered by signing Annexure 1. If not accepted 
within 30 days of receipt, this offer of traineeship is liable to lapse at the discretion of the Company. 

This is a provisional offer of traineeship and should not be construed as an Offer of Employment 
from TCSL. A detailed offer of traineeship will follow within 7 days from completion of all 
documentation formalities and your aforesaid acceptance on this provisional offer. The Offer of 
traineeship will be made to you provided this - opportunity continues to be available with TCSL. 

Your traineeship with TCS is subject to your being declared medically fit and retaining that fitness 
during the tenure in the company and your Background / Reference check being favourable and 
acceptable to the Company. 

On joining and successful completion of all Joining formalities including the back ground verification, 
you will be issued a Letter of Appointment by TCSL. 

Your appointment will be governed by the policies, rules, regulations, practices, processes and 
procedures of TCSL as applicable to you and the changes therein from time to time. 
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Please also note, TCS BPS provides company transport facility within a pre-defined radius for each 
location as defined in the company transport policy. Those living beyond these boundaries would be 
required to make their own arrangements to reach the nearest location convenient to them from 
where they can be picked up or dropped. 

Yours Sincerely, 

For Tata Consultancy Services Limited. 

2Private and Confidential

TCSL/DT20234237627

Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click Here or use a QR code scanner from your

mobile to validate the offer letter

ANNEXURE 1

For the candidate to complete:

This is to confirm that I have received & hereby accept the Provisional Letter of Traineeship Ref 
No TCSL/DT20234237627/Kolkata/BPS/BTN on ________________(DD/MMM/YYYY).

Signature:

Name:

Date:

https://nextstep.tcs.com/campus?displayPage=pol_verf&authKey=ZUFZLiL8FLFFqiq68i889LpZ8i88bxLiL0L8Z6FZZ9FZ06qT9FpZZ8FZ9xpZxbx4Ui4Ub0LiZxF


Offer: BUSINESS PROCESS SERVICES
Ref: TCSL/DT20223617670/Kolkata/BPS/BTN
Date: 03/08/2023

Mr. Vishal  Prakash
6206
Nandgola
Nandgola Devi Asthan
Patna-800008
Bihar
Tel# -

Dear Mr. Vishal  Prakash,

Sub: Letter of Offer and Terms of Traineeship

Thank you for exploring training opportunities with Tata Consultancy Services Limited(TCSL). You have successfully 
completed our initial selection process and we are pleased to make you an offer as "Trainee BPS" for a period of 12 
months. During this period you will be paid a stipend of Rs. 10,250/- per month.You will be engaged as a Trainee / 
Apprentice under the model / certified Standing Orders (as the case may be) applicable to you. 

Kindly confirm your acceptance of this traineeship by proposing your date of joining and signing Annexure 1. If not 
accepted within 7 days of receipt, this offer is liable to lapse at the discretion of the Company. You may handover your 
acceptance letter to the HR Officer/ Induction Officer at any of our offices. 

After you accept this letter of traineeship and clear the medical check-up, and background check you will be given a 
letter of appointment as a trainee indicating the details of your joining date and initial place of posting after completing 
joining formalities as per company policy. 

TCS decision of releasing the Offer of Traineeship and allowing you to join the organization before completion of your 
final Graduation examination which has been uncertainly delayed owing to COVID-19 Pandemic, shall not be 
construed as a waiver of the condition specified in the Terms of Traineeship under clause 'Pre-requisites of 
Traineeship'. The status of your Graduation completion will be reviewed periodically. The Management reserves the 
right to revoke this Offer of Traineeship if it is later established that you could not successfully complete your 
Graduation without any pending arrears/backlogs. 

1Private and Confidential
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OTHER BENEFITS

1. Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependents under the company's Health 
Insurance Scheme (HIS). You are automatically covered under a default HIS Plan. 

You have the flexibility to choose a plan which is higher than the existing default plan, by paying the applicable 
additional premium plus Service Tax, in which case the below benefits can be availed: 

a) Domiciliary Cover: This is a provision to cover the cost incurred towards any domiciliary treatment up to a 
specified limit for each insured person per annum. 

b) Base Cover: This is a provision to cover the cost incurred on hospitalization treatments up to a specified limit for 
each insured person per annum. 

c) Floater Cover: This benefit covers the hospitalization expenses incurred over and above the basic 
hospitalization cover limit. This is a family floater cover for you and your enrolled dependents. 

The total premium is split between Base Cover and Floater Cover Premium as per the plan applicable. 

i. Base Cover Premium: Towards Domiciliary and Base cover for self, spouse and up to three children is entirely 
borne by TCSL , provided these members are explicitly enrolled by you under the scheme. Additionally, if you 
wish to cover dependent parents/parents-in-law or remaining children, the applicable premium per insured person 
is to be borne by you. 

ii. Floater Cover Premium: Towards Floater cover is to be borne by you. 

*Note: The above Health Insurance Scheme is subject to revision. The policy changes if any, in future, will prevail 
. For further details, please refer to the policy document 

2. Professional Memberships:
You will be eligible for reimbursement of expenses towards professional membership as per TCSL 's policy. 

3. Social Security - Employees' State Insurance:
The company will contribute 3.25% of your stipend or such amount as determined by law towards ESI
contribution till you remain covered under Employee's State Insurance Act, 1948.

4. Compensation Benefits under ESI Act / Employees' Compensation Act:
If you are covered under Employees State Insurance Act (ESI Act), 1948 you are entitled to claim the benefits in 
the event of accidental injury resulting into death or disablement arising out of and in the course of employment, 
from Employees' State Insurance Corporation. 

If you are out of the purview of ESI Act, you will be eligible for compensation benefit in the event of death / 
disablement arising out of and in the course of employment as per the benefits under the Company's Afterlife 
Benefit Policy / Personal accident insurance scheme, whichever is applicable. For more details on this, refer TCS 
India policy - Afterlife Benefits and TCS India policy - Health Insurance after joining the organization. 

* Inclusion or exclusion of an employee under 'Employee State Insurance Corporation' is as defined as per the 
ESIC Act 

5. Night Shift Stipend:
Trainees assigned to night shifts for training would be eligible for a Night Shift Stipend of Rs. 200/- per shift 
as per the company policy. 
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6. Process Specific Stipend:
Based on your allocation, to a process and on account of the process complexity involved, you may be eligible for 
additional process specific stipend, as defined by the Company. 

TERMS OF TRAINEESHIP

1. Traineeship Pre-requisites
Your appointment as a Trainee / Apprentice under the model / certified Standing Order will be subject to 
successful completion of your graduation examination without any pending arrears / back logs during the entire 
course duration. 

It is clearly understood, agreed and made abundantly clear that in case you do not successfully clear your 
graduation your traineeship with TCSL will be discontinued without any notice or notice pay 

It is mandatory to declare the gaps / arrears / back log, if any, during your academics and work experience. The 
management reserves the right to withdraw/revoke the offer of traineeship at any time at its sole discretion in case 
of any discrepancy or false information is found in the details submitted by you. 

2. Traineeship Period:
During the period of your training of 12 months, you may be required to undergo classroom and on the job 
training. During this period, you may be appraised to evaluate your performance and if your performance is found 
to be satisfactory, you may be absorbed / appointed in the regular employment of the Company at its sole 
discretion. 

It is hereby specifically clarified that the Company is under no obligation whatsoever to absorb / appoint you on 
regular basis upon successful completion of your training period of 12 months. You shall not be deemed to have 
been absorbed / appointed in the regular employment of the company, unless & until you receive a written 
communication in this regard from the Company. 

If your performance is found unsatisfactory, TCSL may terminate your traineeship forthwith by giving you 30 
calendar days' notice in writing or payment of stipend for 30 calendar days in lieu thereof. 

If you remain on unauthorized absence for a consecutive period of 3 days during the training programme without 
authorisation or intimation, a presumption shall arise that you have abandoned your traineeship and the company 
shall be entitled to disqualify and disentitle you forthwith for any further training and your name is liable to be 
automatically stand discontinued from the list of ILP trainees without any further intimation / separate 
communication to you. 

3. Hours of Training:
You may be required to undergo training in shifts and / or in extended training hours as permitted by law. 

4. Leave:
You will be entitled for leaves as per the company's policy. 

5. Transport:
TCS BPS provides company transport facility within a pre-defined radius for each location as defined in the 
company transport policy. TCS employees living beyond these boundaries would be required to make their own 
arrangements and the routes are predetermined and not permitted to be varied under any circumstances. The 
company will make appropriate provisions for those working in night shift as permitted by law/ policy. 
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6. Alternative Occupation / Traineeship:
During the period of your traineeship at TCSL , you are not permitted to undertake any other traineeship, 
employment, business, assume any public or private office, honorary or remunerative, without the prior written 
permission of the company. 

7. Confidentiality, Data and Intellectual Property Protection:
As part of the joining formalities, you are required to sign a Confidentiality, Data and IP Protection Terms, which 
aims to protect the intellectual property rights and business information of TCSL and its clients. The detailed 
Confidentiality, Data and IP Protection related terms and conditions are set out in Annexure 2 

8. Work in SBWS mode:
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model framework that allows 
seamless deployment of virtual workspaces in a secure manner that enables flexible working options aligned to its 
business objectives. You may be required to work either from TCS offices/TCS Client offices or from home 
(remote working) as per the requirements of the project or group you are assigned to work with and as 
communicated to you by the Unit HR or your supervisor. You are required to abide by the Policy and / or 
Guidelines issued by TCS from time to time while operating within this framework. For more details, please refer 
the Policy / Guideline document on Remote Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such flexible working and ensure 
adherence to TCS Security Policies/Protocols and Confidentiality obligations at all times. 

9. TATA Code of Conduct:
You are required to sign the TATA Code of Conduct and follow the same in your day to day conduct as a trainee 
of TCSL . 

10.  Notice Period:
You will have to give at least 30 calendar days' prior notice in writing before discontinuing your traineeship with the 
Company. The Company may discontinue your traineeship by giving you 30 calendar days' notice in writing or 
payment of stipend for 30 days in lieu thereof. 

11.  Medical Test:
You are required to undergo a pre-Traineeship medical check-up and obtain a fitness certificate from the 
registered medical practitioner/Doctor. This is a pre-condition for Traineeship. Please collect the medical check-up 
authorization letter from the company HR executive, at the time of submitting your written acceptance of this offer. 
To verify your identification, we request you to carry a photograph and a photo identification document issued by 
government like passport, PAN card, Election Card, Driving License etc. If you are a campus recruit, you may 
produce your current educational institute`s photo identification card in the absence of government photo 
identification document. 

Retention of reasonable medical fitness is also a condition of Traineeship. The company also reserves the right to 
get yourself examined by a doctor at any time during your Traineeship and futher employment(if absorbed in 
Regular Employment) to ascertain your medical fitness. The opinion of the doctor appointed by the company shall 
be final and binding on both parties. Your failure, refusal or inability to appear for such medical examination will 
result in the determination of your Traineeship or Employment as the case may be without any notice or notice 
pay in lieu of notice. 

Your Traineeship or further Employment (if absorbed in Regular Employment) is liable to be discontinued / 
terminated on account of your continued ill health or if you are found to be medically unfit for the job as may be 
certified by the company's doctor. 

12. Background Check:
Your traineeship will be subject to a background check in line with the Company's background check policy. A 
specially appointed agency will conduct internal and external background checks. Normally, such checks are 
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completed within one month of joining. If the background checks are unfavorable or at a variance with your own 
declarations, your traineeship will be discontinued without any notice. 

13. Submission of Documents:
At the time of your joining traineeship, photocopy of the following documents should be submitted. Please carry 
the original copies for verification. 

- Standard X and XII Mark sheets equivalent
- Degree certificate and mark sheets for all semesters
- Postgraduate degree certificate and mark sheets for all semesters (if you are a Post-graduate)
- Birth Certificate / Proof of Age
- Passport
- 6 photographs - passport size
- An affidavit / notarised undertaking that there is no criminal offence registered/pending against you.
Your original documents will be returned to you after verification. 

14. Initial Learning Programme (ILP)
On joining TCSL as Trainee, you will be given the benefit of formal & on the job training ("Initial Learning 
Programme") at the location, as identified, for such a period as TCSL may decide. The said training 
programme forms a critical part of your traineeship and is an ongoing process. TCSL continues to make 
investment on training and development of its trainees. This will be of immense value to you and a large part of 
ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing process and a formal 
evaluation will be carried out during the training. We would request that the training be taken very seriously to 
enable you to add maximum value to your professional and personal growth. 

15. Letter of Appointment
Your will be issued a letter of appointment on your joining and after completing joining formalities as per 
TCSL policy 

16. Personal Data Processing:
Your personal data collected and developed during recruitment process will be processed in accordance with the 
TCS Data Privacy Policy. The personal data referred therein are details related to contact, family, education, 
personal identifiers issued by government, social profile, background references, previous employment and 
experience, medical history, skillset, proficiency and certifications, job profile and your career aspirations. 

It will be processed for various organizational purposes such as recruitment, onboarding, background check, 
project assignment, performance management, job rotation, career development including at leadership level, 
diversity and inclusion initiatives, global mobility, wellness program, statutory and legal requirements and specific 
organizational initiatives in force during your tenure in TCS. 

After you join TCS, there would be more sets of Personal Information (PI) attributes processed for various 
legitimate purposes. All of it will be processed with compliance to applicable laws and the TCS Data Privacy 
Policy. In some scenarios of your PI processing, you will be provided with appropriate notice and/or explicit 
consent might be obtained from time to time. 

For the purposes mentioned above, your required PI may be shared with specific vendor organizations who 
provide services to TCS, e.g. background check, health insurance, counselling, travel, transport and visa, payroll 
services, associate engagement activities, and financial and taxation services. 

As TCS is a global company, your PI may be shared with entities outside India, limited for the purposes mentioned 
above and/or in this offer letter. 
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In case of oversees deputation, available privacy rights would be governed as per regulatory provisions and / or 
TCS policies/notice provided applicable at your overseas location. 

17. Terms and conditions:
The above terms and conditions of traineeship are specific to your traineeship period in India. 

18. Rules and Regulations of the Company:
Your traineeship will be governed by the policies, rules, regulations, practices, processes and procedures of the 
Company as applicable to you and the changes therein from time to time. 

19. Compliance to all clauses:
You will be required to fulfill all the terms and conditions mentioned in this letter of offer of traineeship. Any failure 
to fulfill any term and /or condition and/or failure to clear any test successfully would entitle TCSL in 
withdrawing this letter of traineeship at its sole discretion. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not interested in the 
Traineeship and this offer will be automatically withdrawn. Post acceptance of TCSL offer letter if you fail to join on 
the date provided in the TCSL joining letter, the offer will stand automatically terminated at the sole discretion of 
TCSL . 

We look forward to having you in our global team. 

Yours Sincerely, 

For Tata Consultancy Services Limited. 
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Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click Here or use a QR code scanner from your

mobile to validate the offer letter

Encl: Annexure 1: Acceptance
        Annexure 2: Confidentiality, Data and Intellectual Property Protection Terms

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=qUq6UZ4Ux8x44b44xpx4FbFFqZq6ii8i3qxU9UpZ0qqTF3FF9xpZx6x48688bxLi3FxUbULipxp


ANNEXURE 1

For the candidate to complete:

This is to confirm that I have received the letter of offer and Terms of Traineeship ref No   
TCSL/DT20223617670/Kolkata/BPS/BTN on _____________ (MMM/DD/YYYY).   
I hereby accept this Offer and intend to join traineeship on:

Signature:

Name:
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Annexure 2

                                   Confidentiality, Data and Intellectual Property Protection Terms

1. Confidential Information
"Conf ident ia l  Informat ion" shal l  mean al l  Invent ions and Know-how, informat ion and mater ia l  
of TCS and its subsidiaries as applicable (Collectively termed as TCS) (including for avoidance of doubt any 
Confidential Information of its Clients) that comes into the possession or know of the Associate and shall include 
the following: 

(a) Any and all information processing programs, software, properties, items, information, data, material or any 
nature whatsoever or any parts thereof, additions thereto and materials related thereto, produced or created at 
any time by TCS or the Associate in the course of or in connection with or arising out of the Associate's 
association with TCS. Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, manufacture, operation, 
specifications, use and services of the TCS equipment and components, including, but not limited to, engineering 
and laboratory notebooks, reports, process data, test data, performance data, inventions, trade secrets, systems, 
software, object codes, source codes, copyrighted matters, methods, drawings, computations, calculations, 
computer programs, narrations, flow charts and all documentation therefore and all copies thereof (including for 
avoidance of doubt any such material belonging to the Clients of TCS) 

(c) Corporate strategies and other confidential and proprietary material and information, which could cause 
competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, gathered or collected or 
obtained by the Associate in the course of or arising out of the association with TCS or while in or in connection 
with or for the purposes of his/her association with TCS or any of the operations and entrusted by TCS to the 
Associate. 

2. Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade secret of TCS. Associate 
agrees not to use, or cause to be used, or disclose or divulge or part with either directly or indirectly any 
Confidential Information for the benefit of or to any third parties except for or on behalf of or as directed or 
authorized by TCS or to a person having a valid contract with TCS . Upon termination of employment, the 
Associate agrees to surrender to TCS all Confidential Information that he or she may then possess or have under 
his or her control. 

3. Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential Information shall at all times 
vest in and remain with or belong to TCS and Associate shall have no right title or claim of any nature whatsoever 
in the Confidential Information. Associate shall promptly disclose to an authorized officer of TCS all inventions, 
ideas, innovations, discoveries, improvements, suggestions, or reports and enhancements made, created, 
developed, conceived or devised by him or her arising out of his or her engagement with TCS, including in the 
course of provision of services to the Clients of TCS and Associate hereby agrees and confirms that all such 
intellectual property rights shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any interest in and to any 
domestic or foreign patent rights, trademarks, trade names copyrights and trade secret rights therein and any 
renewals thereof. On request of TCS, Associate shall execute from time to time, during or after the termination of 
his or her employment, such further instruments, including without limitations, applications for letters of patent, 
trademarks, trade names and copyrights or assignments thereof, as may be deemed necessary or desirable by 
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TCS to perfect the title of TCS in the intellectual property rights and to effectuate the provisions hereof. All 
expenses of filling or prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any such applications. Associate 
hereby expressly waives any "artist's rights" or "moral rights", which Associate might otherwise have in such 
intellectual property rights. 

4. Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no knowledge of the 
Confidential Information of TCS and that such Confidential Information is of a confidential and secret character 
and is vital to the continued success of TCS's business. Associate further acknowledges that he or she is 
associated with TCS in a capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential Information, it is necessary 
for TCS to protect such Confidential Information by holding it secret and confidential. 

5. Use of third party material
Associate expressly agrees that Associate shall not in the course of his or her association with TCS and while 
working on the premises or facilities of TCS or its Clients or in connection with the development of any intellectual 
property rights or work for or on behalf of TCS; 

a) use any third party material or intellectual property rights except those intellectual property rights provided by 
TCS or expressly authorised by TCS or without having proper authorisation or license or approval of the 
respective owner of such intellectual property rights. 

b) Participate in any activity for creation (including conception, design, development, testing, implementation, 
support or marketing) of any Intellectual Property for or on behalf of TCS or its affiliates if Associate has been 
exposed, directly or indirectly, to any Third Party IP which is in the same subject area (such as research area, 
technology or application area) as, or which is same or similar to, the Intellectual Property or any portion thereof, 
to be so created, unless; 

i) Associate has expressly declared to TCS in a prescribed form whether such exposure was owing to publically 
available information or under and subject to any agreement; AND 

ii) TCS has expressly confirmed to the Associate that TCS has proper authorization or license or approval of the 
respective owner of such Third Party IP to use the same in Intellectual Property or portion thereof to be created 
and authorized in writing Associate's participation in such activity. 

c) knowingly access, make reference to or use any Third Party IP (except as permitted under Section 5(a), 
directly or indirectly, during the period of association with the creation (conception, design, development, testing, 
implementation, support or marketing) of TCS Intellectual Property or portion thereof, which is in the same subject 
area of TCS Intellectual Property or which is same or similar to such TCS Intellectual Property or portion thereof 
being created. In case, Associate access or is exposed to any such Third Party IP during such association, 
Associate shall promptly bring it to the notice of TCS IP asset owner or TCS project manager in writing and 
immediately cease to participate in any such activity 

6. Security policies and Guidelines.
6.1 Associate agrees to abide by and be bound by any and all policies, documents, guidelines and processes 
including IP, Information Security and Confidentiality of TCS in force from time to time whether expressly 
endorsed or not. 

6.2 Associate acknowledge and agree that in the course of, and as a result of his/her engagement with TCS, 
Associate will have access to, obtain or come across personal data or information of other TCS Associates or 
Clients, including without limitation, sensitive personal data or information (collectively "Personal Data and 
Information") within the meaning of the applicable Indian Law and Rules or any other applicable Law, directive or 
regulation anywhere in the world. In respect of any such Personal Data and Information accessed, obtained, 
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acquired or processed by Associate for and on behalf of TCS, its affiliates or Clients, Associate undertake that 
he/she will: 

(a) process the Personal Data and Information only on behalf of TCS, its Affiliates or Clients, as the case may be, 
and only on and in accordance with instructions received from the data controller from time to time; 

(b) abide by such technical and organizational measures necessary to prevent the accidental or 
unlawful destruction or accidental loss, alteration, un-authorized disclosure or access to the Personal Data and 
Information; 

(c) promptly (and in any event within 24 hours of awareness) bring to notice of TCS or its Affiliates, as the case 
may be, of any actual or suspected incident of unauthorized or accidental disclosure of, or access to, the Personal 
Data and Information or other breach of this section (a "Security Breach"); 

(d) promptly provide TCS with all information in Associate's notice, possession or control concerning any Security 
Breach and not make any public announcement regarding a Security Breach without TCS's prior written consent; 

(e) not do, or omit to do, anything, which would cause TCS or any of its employees, officers or agents to be in 
breach of its obligations under any privacy or data protection policy, regulation or legislation; 

(f) upon expiry or termination of Associate's engagement with TCS, return all copies of the Personal Data and 
Information to TCS in Associate's possession or control; and 

(g) promptly bring to TCS notice of any request received from a data subject to have access to his/her Personal 
Data and Information or of any other communication relating to the access, use or processing of any Personal 
Data and Information (including any notice from the regulatory body) and fully co-operate and assist TCS in 
relation to any such request or communication. 

6.3 Associate expressly consent that TCS and/or its affiliates may collect, use, transfer, retain or otherwise 
process Associate's Personal Data and Information in connection with his/her engagement with TCS, in 
accordance with the then / current TCS policies and procedures and applicable privacy and data protection 
legislation. TCS may use third party services or sub-contractors to collect or otherwise process Associate's 
Personal Data and Information for which TCS shall remain responsible for such third party services provider or 
sub-contractor's compliance with TCS's obligations hereunder. 

7. Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client's premises or from home (remote working) as per 
the directions of supervisor and / or the provisions of the applicable policy. 

Associate understands that working in this hybrid environment may have higher confidentiality and information 
security risks. Associate acknowledges that when working remotely the Associate: 

a) Will work only in a private, secured work area in compliance with the guidelines issued and amended from time 
to time. 

b) Will comply with and work in a manner consistent with TCS Data Privacy and Security Policies/Protocols. 

c) Will bring to the notice of HR of the Unit to any circumstances that prevent Associate from working in a manner 
consistent with TCS data privacy and security policies/ protocols. 

d) Will inform the HR of the Unit if the Associate shares a home with any family member or an individual who is 
employed by a competitor of TCS or TCS client the Associate is assigned to, or if any other circumstances at 
home exist which implicates the TCS Code of Conduct Conflict of Interest provision. 
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e) Will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure obligations. 

f) Will be using the Company allotted laptop or similar authorized computing device (together called "official 
asset") only to connect to TCS network/customer network through authorized means (or the Customer provided 
laptop to access the customer network if so, mandated by the Customer). 

g) Will not allow anybody to share the official asset being used. 

8. Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, sell, incorporate or 
otherwise exploit, for his or her own use or for any other purpose, any of the Confidential Information including 
intellectual properties of TCS that is or may be revealed to him or her by TCS or which may in the course of his or 
her employment with TCS come into his or her possession or knowledge unless specifically authorized to do so in 
writing by TCS. 

9. No License
TCS and Associate agree that no license under any patent or copyright now existing or hereafter obtained by TCS 
is granted, agreed to be granted, or implied by the terms of this Agreement, or by the disclosure to Associate of 
the Confidential Information. 

10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession and / or knowledge of 
Associate is of a unique, highly confidential and proprietary nature. It is further acknowledged by Associate that 
the disclosure, distribution, dissemination and / or release by Associate of the Confidential Information without the 
prior written consent of TCS or any breach of the Confidentiality, Data and IP Protection Terms by Associate will 
cause TCS to suffer severe, immediate and irreparable damage and that upon any such breach or any threat 
thereof, TCS shall without prejudice to any other remedies available to it, be entitled to appropriate equitable relief 
including the relief of specific performance and injunctive relief, in addition to whatever remedies it might have at 
law. 

11.  General
(a)The provisions hereof shall be interpreted, determined and enforced in accordance with the laws of India. 

(b)In the event of any dispute or disagreement over the interpretation of any of the terms herein 
contained or any claim or liability of any party, the same shall be referred to a person to be nominated by TCS, 
whose decision shall be final and binding upon the parties hereto. Subject to the above, the arbitration shall be 
governed by the Arbitration and Conciliation Act, 1996 or any modifications or re-enactment thereof. Associate 
confirms that the fact that the arbitrator shall be a nominee of TCS shall not be a ground for objecting to such 
arbitration or challenging the decision of the arbitrator. The venue of arbitration shall be Mumbai. Subject to the 
above arbitration clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the laws of 
India. 

(c)If any provision hereof shall be found by a judicial tribunal to be contrary to governing law, it shall be deemed 
null and void without annulling or rendering invalid the remainder of the Agreement and if the invalid portion is 
such that the remainder cannot be sustained without it, the Parties herein shall find a suitable replacement to the 
invalid portion that shall be legally valid. 

(d)This Confidentiality, Data and IP Protection Terms along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the parties and supersedes all 
prior agreements and understandings pertaining to the subject matter thereof. No delay of omission of either Party 
in exercising or enforcing any of their rights or remedies hereunder shall constitute a waiver thereof. 

(e)This Confidentiality, Data and IP Protection Terms may not be amended except in writing signed by authorized 
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representatives of both parties. 

(f)The obligations of Associate in terms of this Confidentiality, Data and IP Protection Terms shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall continue thereafter in 
perpetuity. 

Please complete and return these documents to the TCSL HR executive, within 7 days of receiving this 
offer. 

This is to confirm that I have received the Letter of Offer on ________________ . 

I hereby accept this Offer and intend to join service on__________________. 

Name: 

Address: 

Signature: 

Date: 
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Offer: BUSINESS PROCESS SERVICES
Ref: TCSL/DT20223615514/Kolkata/BPS/BTN
Date: 09/08/2023

Ms. Yashasvini  Khatri
Chowk Sikar Pur
Dira Par
Raj Jewellers
Patna-800009
Bihar
Tel# 91-9431584866

Dear Ms. Yashasvini  Khatri,

Sub: Letter of Offer and Terms of Traineeship

Thank you for exploring training opportunities with Tata Consultancy Services Limited(TCSL). You have successfully 
completed our initial selection process and we are pleased to make you an offer as "Trainee BPS" for a period of 12 
months. During this period you will be paid a stipend of Rs. 10,250/- per month.You will be engaged as a Trainee / 
Apprentice under the model / certified Standing Orders (as the case may be) applicable to you. 

Kindly confirm your acceptance of this traineeship by proposing your date of joining and signing Annexure 1. If not 
accepted within 7 days of receipt, this offer is liable to lapse at the discretion of the Company. You may handover your 
acceptance letter to the HR Officer/ Induction Officer at any of our offices. 

After you accept this letter of traineeship and clear the medical check-up, and background check you will be given a 
letter of appointment as a trainee indicating the details of your joining date and initial place of posting after completing 
joining formalities as per company policy. 

TCS decision of releasing the Offer of Traineeship and allowing you to join the organization before completion of your 
final Graduation examination which has been uncertainly delayed owing to COVID-19 Pandemic, shall not be 
construed as a waiver of the condition specified in the Terms of Traineeship under clause 'Pre-requisites of 
Traineeship'. The status of your Graduation completion will be reviewed periodically. The Management reserves the 
right to revoke this Offer of Traineeship if it is later established that you could not successfully complete your 
Graduation without any pending arrears/backlogs. 

1Private and Confidential
TCSL/DT20223615514



OTHER BENEFITS

1. Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependents under the company's Health 
Insurance Scheme (HIS). 

Entitlement - Under this scheme, you and your enrolled dependents will be entitled for Rs. 5, 00,000/- as a family 
cover under the default HIS plan towards hospitalization expenses. 

Premium rates and contribution will be applicable as per the TCS Health Insurance Policy and the amendment 
made therein from time to time. You have the flexibility to choose a plan which is higher than the default HIS plan 
during the permitted window, by paying the applicable additional premium plus taxes. 

*Note: The above Health Insurance Scheme is subject to revision. The policy changes if any, in future, will prevail 
. For further details, please refer to the policy document 

2. Professional Memberships:
You will be eligible for reimbursement of expenses towards professional membership as per TCSL 's policy. 

3. Social Security - Employees' State Insurance:
The company will contribute 3.25% of your stipend or such amount as determined by law towards ESI
contribution till you remain covered under Employee's State Insurance Act, 1948.

4. Compensation Benefits under ESI Act / Employees' Compensation Act:
If you are covered under Employees State Insurance Act (ESI Act), you are entitled to claim the benefits in the 
event of accidental injury resulting into death or disablement arising out of and in the course of employment, from 
Employees' State Insurance Corporation. 

If you are out of the purview of ESI Act, you will be eligible for compensation benefit in the event of disablement 
arising out of and in the course of employment as per applicable Company policy. In the event of death arising out 
of and in the course of employment, your beneficiary will be eligible for compensation as per the Company's 
policy. For more details on this, refer TCS India policy - Afterlife Benefits and TCS India policy - Health Insurance 
after joining the organization. 

* Inclusion or exclusion of an employee under 'Employee State Insurance Corporation' is as defined as per the 
ESIC Act 

5. Night Shift Stipend:
Trainees assigned to night shifts for training would be eligible for a Night Shift Stipend of Rs. 200/- per shift 
as per the company policy. 

6. Process Specific Stipend:
Based on your allocation, to a process and on account of the process complexity involved, you may be eligible for 
additional process specific stipend, as defined by the Company. 

TERMS OF TRAINEESHIP

1. Traineeship Pre-requisites
Your appointment as a Trainee / Apprentice under the model / certified Standing Order will be subject to 
successful completion of your graduation examination without any pending arrears / back logs during the entire 
course duration. 
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It is clearly understood, agreed and made abundantly clear that in case you do not successfully clear your 
graduation your traineeship with TCSL will be discontinued without any notice or notice pay 

It is mandatory to declare the gaps / arrears / back log, if any, during your academics and work experience. The 
management reserves the right to withdraw/revoke the offer of traineeship at any time at its sole discretion in case 
of any discrepancy or false information is found in the details submitted by you. 

2. Traineeship Period:
During the period of your training of 12 months, you may be required to undergo classroom and on the job 
training. During this period, you may be appraised to evaluate your performance and if your performance is found 
to be satisfactory, you may be absorbed / appointed in the regular employment of the Company at its sole 
discretion. 

It is hereby specifically clarified that the Company is under no obligation whatsoever to absorb / appoint you on 
regular basis upon successful completion of your training period of 12 months. You shall not be deemed to have 
been absorbed / appointed in the regular employment of the company, unless & until you receive a written 
communication in this regard from the Company. 

If your performance is found unsatisfactory, TCSL may terminate your traineeship forthwith by giving you 30 
calendar days' notice in writing or payment of stipend for 30 calendar days in lieu thereof. 

If you remain on unauthorized absence for a consecutive period of 3 days during the training programme without 
authorisation or intimation, a presumption shall arise that you have abandoned your traineeship and the company 
shall be entitled to disqualify and disentitle you forthwith for any further training and your name is liable to be 
automatically stand discontinued from the list of ILP trainees without any further intimation / separate 
communication to you. 

3. Hours of Training:
You may be required to undergo training in shifts and / or in extended training hours as permitted by law. 

4. Leave:
You will be entitled for leaves as per the company's policy. 

5. Transport:
TCS BPS provides company transport facility within a pre-defined radius for each location as defined in the 
company transport policy. TCS employees living beyond these boundaries would be required to make their own 
arrangements and the routes are predetermined and not permitted to be varied under any circumstances. The 
company will make appropriate provisions for those working in night shift as permitted by law/ policy. 

6. Alternative Occupation / Traineeship:
During the period of your traineeship at TCSL , you are not permitted to undertake any other traineeship, 
employment, business, assume any public or private office, honorary or remunerative, without the prior written 
permission of the company. 

7. Confidentiality, Data and Intellectual Property Protection:
As part of the joining formalities, you are required to sign a Confidentiality, Data and IP Protection Terms, which 
aims to protect the intellectual property rights and business information of TCSL and its clients. The detailed 
Confidentiality, Data and IP Protection related terms and conditions are set out in Annexure 2 

8. Work in SBWS mode:
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model framework that allows 
seamless deployment of virtual workspaces in a secure manner that enables flexible working options aligned to its 
business objectives. You may be required to work either from TCS offices/TCS Client offices or from home 
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(remote working) as per the requirements of the project or group you are assigned to work with and as 
communicated to you by the Unit HR or your supervisor. You are required to abide by the Policy and / or 
Guidelines issued by TCS from time to time while operating within this framework. For more details, please refer 
the Policy / Guideline document on Remote Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such flexible working and ensure 
adherence to TCS Security Policies/Protocols and Confidentiality obligations at all times. 

9. TATA Code of Conduct:
You are required to sign the TATA Code of Conduct and follow the same in your day to day conduct as a trainee 
of TCSL . 

10.  Notice Period:
You will have to give at least 30 calendar days' prior notice in writing before discontinuing your traineeship with the 
Company. The Company may discontinue your traineeship by giving you 30 calendar days' notice in writing or 
payment of stipend for 30 days in lieu thereof. 

11.  Medical Test:
You are required to undergo a pre-Traineeship medical check-up and obtain a fitness certificate from the 
registered medical practitioner/Doctor. This is a pre-condition for Traineeship. Please collect the medical check-up 
authorization letter from the company HR executive, at the time of submitting your written acceptance of this offer. 
To verify your identification, we request you to carry a photograph and a photo identification document issued by 
government like passport, PAN card, Election Card, Driving License etc. If you are a campus recruit, you may 
produce your current educational institute`s photo identification card in the absence of government photo 
identification document. 

Retention of reasonable medical fitness is also a condition of Traineeship. The company also reserves the right to 
get yourself examined by a doctor at any time during your Traineeship and futher employment(if absorbed in 
Regular Employment) to ascertain your medical fitness. The opinion of the doctor appointed by the company shall 
be final and binding on both parties. Your failure, refusal or inability to appear for such medical examination will 
result in the determination of your Traineeship or Employment as the case may be without any notice or notice 
pay in lieu of notice. 

Your Traineeship or further Employment (if absorbed in Regular Employment) is liable to be discontinued / 
terminated on account of your continued ill health or if you are found to be medically unfit for the job as may be 
certified by the company's doctor. 

12. Background Check:
Your traineeship will be subject to a background check in line with the Company's background check policy. A 
specially appointed agency will conduct internal and external background checks. Normally, such checks are 
completed within one month of joining. If the background checks are unfavorable or at a variance with your own 
declarations, your traineeship will be discontinued without any notice. 

13. Submission of Documents:
At the time of your joining traineeship, photocopy of the following documents should be submitted. Please carry 
the original copies for verification. 

- Standard X and XII Mark sheets equivalent
- Degree certificate and mark sheets for all semesters
- Postgraduate degree certificate and mark sheets for all semesters (if you are a Post-graduate)
- Birth Certificate / Proof of Age
- Passport
- 6 photographs - passport size
- An affidavit / notarised undertaking that there is no criminal offence registered/pending against you.
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Your original documents will be returned to you after verification. 

14. Initial Learning Programme (ILP)
On joining TCSL as Trainee, you will be given the benefit of formal & on the job training ("Initial Learning 
Programme") at the location, as identified, for such a period as TCSL may decide. The said training 
programme forms a critical part of your traineeship and is an ongoing process. TCSL continues to make 
investment on training and development of its trainees. This will be of immense value to you and a large part of 
ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing process and a formal 
evaluation will be carried out during the training. We would request that the training be taken very seriously to 
enable you to add maximum value to your professional and personal growth. 

15. Letter of Appointment
Your will be issued a letter of appointment on your joining and after completing joining formalities as per 
TCSL policy 

16. Personal Data Processing:
Your personal data collected and developed during recruitment process will be processed in accordance with the 
TCS Data Privacy Policy. The personal data referred therein are details related to contact, family, education, 
personal identifiers issued by government, social profile, background references, previous employment and 
experience, medical history, skillset, proficiency and certifications, job profile and your career aspirations. 

It will be processed for various organizational purposes such as recruitment, onboarding, background check, 
project assignment, performance management, job rotation, career development including at leadership level, 
diversity and inclusion initiatives, global mobility, wellness program, statutory and legal requirements and specific 
organizational initiatives in force during your tenure in TCS. 

After you join TCS, there would be more sets of Personal Information (PI) attributes processed for various 
legitimate purposes. All of it will be processed with compliance to applicable laws and the TCS Data Privacy 
Policy. In some scenarios of your PI processing, you will be provided with appropriate notice and/or explicit 
consent might be obtained from time to time. 

For the purposes mentioned above, your required PI may be shared with specific vendor organizations who 
provide services to TCS, e.g. background check, health insurance, counselling, travel, transport and visa, payroll 
services, associate engagement activities, and financial and taxation services. 

As TCS is a global company, your PI may be shared with entities outside India, limited for the purposes mentioned 
above and/or in this offer letter. 

In case of oversees deputation, available privacy rights would be governed as per regulatory provisions and / or 
TCS policies/notice provided applicable at your overseas location. 

17. Terms and conditions:
The above terms and conditions of traineeship are specific to your traineeship period in India. 

18. Rules and Regulations of the Company:
Your traineeship will be governed by the policies, rules, regulations, practices, processes and procedures of the 
Company as applicable to you and the changes therein from time to time. 

19. Compliance to all clauses:
You will be required to fulfill all the terms and conditions mentioned in this letter of offer of traineeship. Any failure 
to fulfill any term and /or condition and/or failure to clear any test successfully would entitle TCSL in 
withdrawing this letter of traineeship at its sole discretion. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not interested in the 
Traineeship and this offer will be automatically withdrawn. Post acceptance of TCSL offer letter if you fail to join on 
the date provided in the TCSL joining letter, the offer will stand automatically terminated at the sole discretion of 
TCSL . 

We look forward to having you in our global team. 

Yours Sincerely, 

For Tata Consultancy Services Limited. 
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Girish V. Nandimath
Global Head, Talent Acquisition & Academic Interface

Click Here or use a QR code scanner from your

mobile to validate the offer letter

Encl: Annexure 1: Acceptance
        Annexure 2: Confidentiality, Data and Intellectual Property Protection Terms

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=90pZ4844ZpFZZ8FZ4q44p3pFx3x4ZxFZU94UT96Tx3x40TqT8888b9Li30xULbL8U84U0FqTb8L


ANNEXURE 1

For the candidate to complete:

This is to confirm that I have received the letter of offer and Terms of Traineeship ref No   
TCSL/DT20223615514/Kolkata/BPS/BTN on _____________ (MMM/DD/YYYY).   
I hereby accept this Offer and intend to join traineeship on:

Signature:

Name:
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Annexure 2

                                   Confidentiality, Data and Intellectual Property Protection Terms

1. Confidential Information
"Conf ident ia l  Informat ion" shal l  mean al l  Invent ions and Know-how, informat ion and mater ia l  
of TCS and its subsidiaries as applicable (Collectively termed as TCS) (including for avoidance of doubt any 
Confidential Information of its Clients) that comes into the possession or know of the Associate and shall include 
the following: 

(a) Any and all information processing programs, software, properties, items, information, data, material or any 
nature whatsoever or any parts thereof, additions thereto and materials related thereto, produced or created at 
any time by TCS or the Associate in the course of or in connection with or arising out of the Associate's 
association with TCS. Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, manufacture, operation, 
specifications, use and services of the TCS equipment and components, including, but not limited to, engineering 
and laboratory notebooks, reports, process data, test data, performance data, inventions, trade secrets, systems, 
software, object codes, source codes, copyrighted matters, methods, drawings, computations, calculations, 
computer programs, narrations, flow charts and all documentation therefore and all copies thereof (including for 
avoidance of doubt any such material belonging to the Clients of TCS) 

(c) Corporate strategies and other confidential and proprietary material and information, which could cause 
competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, gathered or collected or 
obtained by the Associate in the course of or arising out of the association with TCS or while in or in connection 
with or for the purposes of his/her association with TCS or any of the operations and entrusted by TCS to the 
Associate. 

2. Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade secret of TCS. Associate 
agrees not to use, or cause to be used, or disclose or divulge or part with either directly or indirectly any 
Confidential Information for the benefit of or to any third parties except for or on behalf of or as directed or 
authorized by TCS or to a person having a valid contract with TCS . Upon termination of employment, the 
Associate agrees to surrender to TCS all Confidential Information that he or she may then possess or have under 
his or her control. 

3. Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential Information shall at all times 
vest in and remain with or belong to TCS and Associate shall have no right title or claim of any nature whatsoever 
in the Confidential Information. Associate shall promptly disclose to an authorized officer of TCS all inventions, 
ideas, innovations, discoveries, improvements, suggestions, or reports and enhancements made, created, 
developed, conceived or devised by him or her arising out of his or her engagement with TCS, including in the 
course of provision of services to the Clients of TCS and Associate hereby agrees and confirms that all such 
intellectual property rights shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any interest in and to any 
domestic or foreign patent rights, trademarks, trade names copyrights and trade secret rights therein and any 
renewals thereof. On request of TCS, Associate shall execute from time to time, during or after the termination of 
his or her employment, such further instruments, including without limitations, applications for letters of patent, 
trademarks, trade names and copyrights or assignments thereof, as may be deemed necessary or desirable by 
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TCS to perfect the title of TCS in the intellectual property rights and to effectuate the provisions hereof. All 
expenses of filling or prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any such applications. Associate 
hereby expressly waives any "artist's rights" or "moral rights", which Associate might otherwise have in such 
intellectual property rights. 

4. Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no knowledge of the 
Confidential Information of TCS and that such Confidential Information is of a confidential and secret character 
and is vital to the continued success of TCS's business. Associate further acknowledges that he or she is 
associated with TCS in a capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential Information, it is necessary 
for TCS to protect such Confidential Information by holding it secret and confidential. 

5. Use of third party material
Associate expressly agrees that Associate shall not in the course of his or her association with TCS and while 
working on the premises or facilities of TCS or its Clients or in connection with the development of any intellectual 
property rights or work for or on behalf of TCS; 

a) use any third party material or intellectual property rights except those intellectual property rights provided by 
TCS or expressly authorised by TCS or without having proper authorisation or license or approval of the 
respective owner of such intellectual property rights. 

b) Participate in any activity for creation (including conception, design, development, testing, implementation, 
support or marketing) of any Intellectual Property for or on behalf of TCS or its affiliates if Associate has been 
exposed, directly or indirectly, to any Third Party IP which is in the same subject area (such as research area, 
technology or application area) as, or which is same or similar to, the Intellectual Property or any portion thereof, 
to be so created, unless; 

i) Associate has expressly declared to TCS in a prescribed form whether such exposure was owing to publically 
available information or under and subject to any agreement; AND 

ii) TCS has expressly confirmed to the Associate that TCS has proper authorization or license or approval of the 
respective owner of such Third Party IP to use the same in Intellectual Property or portion thereof to be created 
and authorized in writing Associate's participation in such activity. 

c) knowingly access, make reference to or use any Third Party IP (except as permitted under Section 5(a), 
directly or indirectly, during the period of association with the creation (conception, design, development, testing, 
implementation, support or marketing) of TCS Intellectual Property or portion thereof, which is in the same subject 
area of TCS Intellectual Property or which is same or similar to such TCS Intellectual Property or portion thereof 
being created. In case, Associate access or is exposed to any such Third Party IP during such association, 
Associate shall promptly bring it to the notice of TCS IP asset owner or TCS project manager in writing and 
immediately cease to participate in any such activity 

6. Security policies and Guidelines.
6.1 Associate agrees to abide by and be bound by any and all policies, documents, guidelines and processes 
including IP, Information Security and Confidentiality of TCS in force from time to time whether expressly 
endorsed or not. 

6.2 Associate acknowledge and agree that in the course of, and as a result of his/her engagement with TCS, 
Associate will have access to, obtain or come across personal data or information of other TCS Associates or 
Clients, including without limitation, sensitive personal data or information (collectively "Personal Data and 
Information") within the meaning of the applicable Indian Law and Rules or any other applicable Law, directive or 
regulation anywhere in the world. In respect of any such Personal Data and Information accessed, obtained, 
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acquired or processed by Associate for and on behalf of TCS, its affiliates or Clients, Associate undertake that 
he/she will: 

(a) process the Personal Data and Information only on behalf of TCS, its Affiliates or Clients, as the case may be, 
and only on and in accordance with instructions received from the data controller from time to time; 

(b) abide by such technical and organizational measures necessary to prevent the accidental or 
unlawful destruction or accidental loss, alteration, un-authorized disclosure or access to the Personal Data and 
Information; 

(c) promptly (and in any event within 24 hours of awareness) bring to notice of TCS or its Affiliates, as the case 
may be, of any actual or suspected incident of unauthorized or accidental disclosure of, or access to, the Personal 
Data and Information or other breach of this section (a "Security Breach"); 

(d) promptly provide TCS with all information in Associate's notice, possession or control concerning any Security 
Breach and not make any public announcement regarding a Security Breach without TCS's prior written consent; 

(e) not do, or omit to do, anything, which would cause TCS or any of its employees, officers or agents to be in 
breach of its obligations under any privacy or data protection policy, regulation or legislation; 

(f) upon expiry or termination of Associate's engagement with TCS, return all copies of the Personal Data and 
Information to TCS in Associate's possession or control; and 

(g) promptly bring to TCS notice of any request received from a data subject to have access to his/her Personal 
Data and Information or of any other communication relating to the access, use or processing of any Personal 
Data and Information (including any notice from the regulatory body) and fully co-operate and assist TCS in 
relation to any such request or communication. 

6.3 Associate expressly consent that TCS and/or its affiliates may collect, use, transfer, retain or otherwise 
process Associate's Personal Data and Information in connection with his/her engagement with TCS, in 
accordance with the then / current TCS policies and procedures and applicable privacy and data protection 
legislation. TCS may use third party services or sub-contractors to collect or otherwise process Associate's 
Personal Data and Information for which TCS shall remain responsible for such third party services provider or 
sub-contractor's compliance with TCS's obligations hereunder. 

7. Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client's premises or from home (remote working) as per 
the directions of supervisor and / or the provisions of the applicable policy. 

Associate understands that working in this hybrid environment may have higher confidentiality and information 
security risks. Associate acknowledges that when working remotely the Associate: 

a) Will work only in a private, secured work area in compliance with the guidelines issued and amended from time 
to time. 

b) Will comply with and work in a manner consistent with TCS Data Privacy and Security Policies/Protocols. 

c) Will bring to the notice of HR of the Unit to any circumstances that prevent Associate from working in a manner 
consistent with TCS data privacy and security policies/ protocols. 

d) Will inform the HR of the Unit if the Associate shares a home with any family member or an individual who is 
employed by a competitor of TCS or TCS client the Associate is assigned to, or if any other circumstances at 
home exist which implicates the TCS Code of Conduct Conflict of Interest provision. 
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e) Will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure obligations. 

f) Will be using the Company allotted laptop or similar authorized computing device (together called "official 
asset") only to connect to TCS network/customer network through authorized means (or the Customer provided 
laptop to access the customer network if so, mandated by the Customer). 

g) Will not allow anybody to share the official asset being used. 

8. Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, sell, incorporate or 
otherwise exploit, for his or her own use or for any other purpose, any of the Confidential Information including 
intellectual properties of TCS that is or may be revealed to him or her by TCS or which may in the course of his or 
her employment with TCS come into his or her possession or knowledge unless specifically authorized to do so in 
writing by TCS. 

9. No License
TCS and Associate agree that no license under any patent or copyright now existing or hereafter obtained by TCS 
is granted, agreed to be granted, or implied by the terms of this Agreement, or by the disclosure to Associate of 
the Confidential Information. 

10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession and / or knowledge of 
Associate is of a unique, highly confidential and proprietary nature. It is further acknowledged by Associate that 
the disclosure, distribution, dissemination and / or release by Associate of the Confidential Information without the 
prior written consent of TCS or any breach of the Confidentiality, Data and IP Protection Terms by Associate will 
cause TCS to suffer severe, immediate and irreparable damage and that upon any such breach or any threat 
thereof, TCS shall without prejudice to any other remedies available to it, be entitled to appropriate equitable relief 
including the relief of specific performance and injunctive relief, in addition to whatever remedies it might have at 
law. 

11.  General
(a)The provisions hereof shall be interpreted, determined and enforced in accordance with the laws of India. 

(b)In the event of any dispute or disagreement over the interpretation of any of the terms herein 
contained or any claim or liability of any party, the same shall be referred to a person to be nominated by TCS, 
whose decision shall be final and binding upon the parties hereto. Subject to the above, the arbitration shall be 
governed by the Arbitration and Conciliation Act, 1996 or any modifications or re-enactment thereof. Associate 
confirms that the fact that the arbitrator shall be a nominee of TCS shall not be a ground for objecting to such 
arbitration or challenging the decision of the arbitrator. The venue of arbitration shall be Mumbai. Subject to the 
above arbitration clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the laws of 
India. 

(c)If any provision hereof shall be found by a judicial tribunal to be contrary to governing law, it shall be deemed 
null and void without annulling or rendering invalid the remainder of the Agreement and if the invalid portion is 
such that the remainder cannot be sustained without it, the Parties herein shall find a suitable replacement to the 
invalid portion that shall be legally valid. 

(d)This Confidentiality, Data and IP Protection Terms along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the parties and supersedes all 
prior agreements and understandings pertaining to the subject matter thereof. No delay of omission of either Party 
in exercising or enforcing any of their rights or remedies hereunder shall constitute a waiver thereof. 

(e)This Confidentiality, Data and IP Protection Terms may not be amended except in writing signed by authorized 
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representatives of both parties. 

(f)The obligations of Associate in terms of this Confidentiality, Data and IP Protection Terms shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall continue thereafter in 
perpetuity. 

Please complete and return these documents to the TCSL HR executive, within 7 days of receiving this 
offer. 

This is to confirm that I have received the Letter of Offer on ________________ . 

I hereby accept this Offer and intend to join service on__________________. 

Name: 

Address: 

Signature: 

Date: 
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