	How to use this template (delete this box before sending)
•  Replace every highlighted [placeholder], then remove the highlight.
•  Call the candidate before you send this. An offer that arrives cold is the easiest one to decline.
•  Annexure A must add up: Gross + Benefits = Fixed CTC; Fixed + Variable = Total CTC.
•  Code on Wages, 2019: allowances above 50% of total pay are counted as 'wages' for PF and gratuity. Most employers now keep basic pay at 50% or more of fixed pay.
•  For reference only, not legal advice. Laws and your own policies may differ: check the final document with your HR, payroll or legal advisor.



[Company logo / letterhead]
[Date]
Private & Confidential
[Candidate full name]
[Address line 1]
[City, PIN]
Subject: Offer of employment — [Designation]
Dear [First name],
We are delighted to offer you the position of [Designation] in our [Department] team at [Company name]. We were impressed by [one specific thing from the interviews], and we think you will do great work here.
The key terms of this offer are below. Your detailed salary structure is in Annexure A.
	Term
	Details

	Designation
	[Designation]

	Department
	[Department]

	Reporting to
	[Manager name], [Manager designation]

	Work location
	[Office address / city]; [on-site / hybrid, X days in office]

	Date of joining
	On or before [date]

	Annual CTC
	₹[amount] ([amount in words]), including variable pay of up to ₹[amount]

	Probation
	[6] months from the date of joining

	Notice period
	[30] days during probation; [60] days after confirmation

	Working days
	[Monday to Friday / Saturday], [9:30 am to 6:30 pm]

	Employment type
	Full-time, permanent



1. Compensation
Your compensation is set out in Annexure A. Salary is paid monthly, on or before the [7th] of the following month, after statutory deductions (income tax, PF, professional tax where applicable). Variable pay depends on your performance and [Company name]'s results, as set out in the variable pay policy.
2. Probation and confirmation
You will be on probation for [6] months. On successful completion we will confirm your employment in writing. We may extend probation once, by up to [3] months, and will tell you why.
3. Conditions of this offer
This offer is subject to:
Satisfactory background and reference checks.
Proof of your qualifications, including your ICAI membership certificate or final result where the role requires a Chartered Accountant.
A relieving letter from your current employer by your date of joining.
The documents listed in section 5.
4. Confidentiality and conduct
You will keep confidential all information about [Company name], its clients and its finances, during and after your employment, and follow the company's code of conduct and policies as updated from time to time. Detailed terms will be in your appointment letter.
5. Documents to bring on your first day
PAN card and Aadhaar card
ICAI membership certificate / final result (CA roles); degree certificates
Relieving and experience letters from previous employers
Last three months' payslips
UAN (Universal Account Number) for PF transfer
Cancelled cheque or bank account details
Two passport-size photographs
6. Accepting this offer
Please sign below and return a copy by [date]. If we do not hear from you by then, this offer will lapse. Questions? Call [HR contact name] on [phone] or write to [email].
We are looking forward to working with you.

For [Company name]

______________________
[Name]
[Designation]
Acceptance
I accept this offer of employment on the terms above and in Annexure A.
	
	

	Signature
	

	Name
	

	Date
	

	Confirmed date of joining
	





Annexure A — Compensation structure
[Candidate full name] · [Designation] · effective [date of joining]
	Component
	Monthly (₹)
	Annual (₹)

	Basic salary
	[ ]
	[ ]

	House rent allowance (HRA)
	[ ]
	[ ]

	Leave travel allowance (LTA)
	[ ]
	[ ]

	Special allowance
	[ ]
	[ ]

	A. Gross salary
	[ ]
	[ ]

	Employer's PF contribution
	[ ]
	[ ]

	Gratuity (4.81% of basic)
	[ ]
	[ ]

	Group health insurance
	—
	[ ]

	B. Benefits
	[ ]
	[ ]

	C. Fixed CTC (A + B)
	[ ]
	[ ]

	D. Variable pay (at 100% target)
	—
	[ ]

	Total CTC (C + D)
	—
	[ ]



Notes
Income tax is deducted under the regime you choose each year.
Gratuity is paid as per the Code on Social Security, 2020, and is shown here at the standard accrual rate.
Health insurance covers [employee / spouse / children / parents] for up to ₹[amount] a year.
Variable pay is paid [annually / half-yearly] and prorated for the part of the year you are employed.
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