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                1st February 2016
Ms. B Kalaivani,

No.16, Dr. P. V. Cherian Crescent Road, 

Egmore,

Chennai - 600 008.
Dear Ms. B Kalaivani,

Appointment Order

We have pleasure to appoint you as “System Analyst” in our organization, with effect from 1st February 2016.
Your total gross salary will be Rs. 15,000/- per month.

During the continuance of your employment with us you are subject to the following terms and conditions:

Your title will be System Analyst and you will be reporting to Manager of IT & Admin or any other person decided by the company from time to time. 

Your service is subject to transfer to any place within the Republic of India or transferred to any department subsidiaries and / or office or establishment forming part of our organization and you will abide by the working hours of the department as may be directed by the Management from time to time.

You will not do any business without previous written permission or enter for any part of your time in any capacity, the service of, or be employed by any other firm, company or person.  You will devote your whole time and attention to our duties to promote the interests of our organization and will not disclose to any person or persons any of our trade secretes or affairs.

You will be responsible for the safe keeping and return in good condition and order, of all our property which may be in your use, custody, care or charge as per our records available.

You will keep us informed of any change in your residential address.

Your employment shall be subject to Company’s Rules & Regulations, standing orders and / or other staff Rules & Regulations applicable to you that were in force for the time being or may be framed from time to time. You are requested to contact the Human Resources for policies/rules/ regulations, which are applicable to you.

If at any time in management opinion, which is final in this matter, you are found guilty of dishonesty, disobedience, disorderly behaviour, negligence, indiscipline, absence from duty without permission or of violation of one or more terms of the letter, your services may be terminated.

You shall study all literatures connected with your work in your spare time and to keep your knowledge refreshed and upto date.

You shall serve the company faithfully, truly, actively, diligently and with integrity, honesty and absolute loyalty and shall not participate in any subversive activities against the company, as well as shall not do anything, which may disturb the industrial peace.  You shall devote all efforts to fulfil assignments under your employment and shall attend your work efficiently.  You shall keep the management informed in case you happen to know about any subversive activities against the company or its interests.

You should continue in service for 3 years from the date of appointment.

Your Employment may be terminated by giving one month notice from either side. Also the company may terminate your services with immediate effect by paying one month’s salary, if any, in lieu of notice, without assigning any reason thereof. Upon termination of employment from either side for any reason and during the period of notice, no leave should be taken by you without prior consent of your reporting authority.

Kindly sign and return one copy as token of acceptance of this letter.

For Ganga Foundations Pvt Ltd,

S.SENTHIL KUMAR

MANAGING DIRECTOR 

