
















































































































































































OFFER LETTER
To,
Jenita  Nesaraju

TC12/1680(2) , Ann-Jena Shalom , Kunnukuzhy , Vanchiyoor ,P.O

Trivandrum, Trivandrum

Kerala

Date : 21-08-2023

Dear Jenita  Nesaraju,

Sub : Offer of Employment - Associate-Customer Service

Further to our recent meetings and discussions, we are pleased to offer you the position of Associate-

Customer Service subject to the following terms & conditions.

1. Date of Joining :

Subject to your acceptance of these terms, your employment will commence on or before 23-08-2023. In

the current scenario, the Onboarding will be Virtual and the information related to the same will be sent to

you before the joining date.

2. Location :

Your initial employment location will be our office at 3rd Floor Ganga, Phase III, Karyavattom P.O,

Trivandrum, Kerala, India - 695581. The Company may transfer you to other locations from time to time.

3. Cost to company :

Your total employment Cost to Company (CTC) will be INR 312000 (Rupees Three  Lakh Twelve

Thousand  ) per annum. Please refer to Annexure I for details.

You will be eligible to participate in the Company's employee benefit Plans as are generally made

available to similarly situated employees of the Company, subject in each case to the terms and conditions

of the Plan in question. Full details of these Plans will be provided when you join employment. All amounts

payable to you shall be subject to deduction of tax at source as per applicable law from time to time.

Deductions will also be made in accordance with other applicable laws and for contributions to employee

benefits schemes as may be applicable from time to time (e.g. provident fund, ESI). Your remuneration will

be subject to revision as per the Company's compensation policies and guidelines in effect from time to

time.
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OFFER LETTER

4. Probation :

You will be on probation for a period of 6 months from the date of your joining employment. During your

probation, your employment is provisional and subject to successful completion of your probation. During

this period, your performance will be reviewed by your line manager and you are expected to demonstrate

the technical and functional skills(as applicable) associated with your position together with the core

values of the Company including but not limited to, cooperation, teamwork and a positive attitude. Failure

to perform as expected may result in the termination of your employment or extension of your probation

period for a further period of 3 months. If you successfully complete your probation, you will be deemed to

be a permanent employee of the Company and will be communicated to you through formal written

communication. Any extension of probation or termination will be communicated to you in writing.

5. Notice Period :

While you are on probation, you may resign from the services of the Company by giving the Company

prior written notice of 30 days or salary in lieu thereof. Once your services with the Company are

confirmed, you may resign from the services of the Company by giving the Company prior written notice of

90 days or salary in lieu thereof. However, the Company reserves the right to accept or reject your

proposal based on business requirements.

During your probation, you may be discharged from the Company's services at any time with 30 days prior

notice or salary in lieu thereof, without assigning any reason. Upon confirmation, the Company may

terminate your employment at any time after providing you 90 days advance notice or payment of salary in

lieu thereof.

6. Pre - Conditions :

This offer, and should you accept this offer, your continued employment with the Company, are subject to

and conditional on the following:

a)   All the facts mentioned in your resume and stated during other discussions with the Company during

the interview process being true and correct;

b)   Verification of the original documents listed in Annexure II. (Please bring the originals of these on your

date of joining work); and

c)   The Company receiving satisfactory references and/or background check results as the Company may

seek in its discretion. The Company may undertake a background and/or verification check prior to or at

any time subsequent to your joining employment and may engage the services of a third party agency to

undertake the same.

The Company may disclose your personal information to such agency solely for the purpose of

undertaking the necessary verification on behalf of the Company.
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Please note that in the event the Company is not satisfied with any of these items, the Company reserves

the right to withdraw this offer or rescind your employment contract with the Company. If at any time during

your employment, any of the facts or documents submitted by you are found to be false, your services are

liable to be terminated immediately without any notice or compensation. The Company assures you that

any personal data and information collected from you will be used only in connection with this offer and

your employment with the Company (should you accept this offer) and shall be protected from unlawful

disclosure in accordance with the Information Technology Act, 2000 as amended from time to time.

7. Other Terms and Conditions of Employment :

This is a full time position and you will be required to devote the whole of your time and efforts to your

employment with the Company. On joining employment, you will be required to sign and agree to be

bound by the standard terms and conditions of employment of the Company. In addition to these terms,

your employment will also be governed by all applicable rules, regulations and policies of the company

that are in force from time to time.

8. No Conflict :

If you accept this offer, you will be confirming that you are not party to any agreement or arrangement

which in any way restricts, prohibits or debars you from accepting the offer made by the Company

including but not limited to any non-compete, non-disclosure or restrictive agreement or terms and that you

will have no continuing obligations or restrictions which will apply to you from the date of commencement

of your employment with the Company or if you are so bound, that will honour such covenants and

agreements.

This offer will remain open for a period of five working days. If this offer is acceptable to you, please

confirm your acceptance in writing via electronic mail to your recruiter on or before 23-08-2023 If no such

intimation of acceptance is received on or before the said date, this offer shall stand automatically

withdrawn.

Should you have any questions with regard to this offer, please do not hesitate to get in touch with your

point of contact in Talent Acquisition Team.

We hope you will find this offer acceptable and look forward to you joining the Company.

For Allianz Services Private Limited,

Surej Pillai Jison John

Group Manager-People Experience Managing Director
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Annexure - I

Name : Jenita  Nesaraju
Grade : AGS 5
Designation : Associate-Customer Service

Components Monthly (INR) Annual (INR)

Base Pay

Basic 6677 80122

Co's contribution to PF 1800 21600

Gratuity 321 3854

Choice pay

Food Coupons 2500 30000

LTA 556 6674

Medical Expenses 1250 15000

Transport 1600 19200

HRA 2671 32049

Statutory Bonus* 583 7000

Other allowance 6804 81644

Gross 24762 297143

Variable pay

Annual Bonus ** 1238 14857

Final CTC 26000 312000

*Statutory Bonus will be paid in April

**The Annual Bonus Scheme is paid out at the company's sole discretion based on both the company and

individual performance. Only those employees who joined the organization on or before 30th September of

a year and continue to be on company rolls on the last day of March in the subsequent year (i.e. the year

of payment) are eligible for Bonus.

Employees who have resigned and are serving notice as on the last day of March (in the year of payment)

are also not eligible for this bonus scheme. Annual Bonus is usually paid in the month of April.

Increments are paid out in April for the employees who joined on or before 30th September of the previous

year and will be at the discretion of the company, based on individual performance as well as company

performance, business outlook and other relevant factors.
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 Explanation of Compensation

Components Description

1. Base Pay The fundamental salary component to which many
other compensation components are linked.

2. Retirals These elements of compensation are not paid out
until later when certain conditions are met.

2.1 Provident Fund (PF) 12% of monthly wage to a maximum of INR 1800/-.

 2.2 Gratuity 4.8% of Basic Salary, which is included as a part of
your Annual Remuneration denotes the company's
contribution to the Gratuity Fund based on actuarial
calculations. You are not entitled to this amount as
a cash component as this is intended to be a retiral
benefit.  Gratuity is payable to you as per the
Payment of Gratuity Act, 1972, on cessation of your
employment after at least 5 years of continuous
service with the Company.

3. Choice pay Choice Pay allows employees to choose a benefit
basket that suits their needs. For certain elements,
employees may avail of tax exemptions as per
prevailing tax laws. The elements are listed below.

3.1 Leave Travel Allowance LTA can be used for up to a maximum of economy
class airfare or First Class Train fare twice during a
4 year block period as per Income tax rules.

3.2 Medical Expenses Rs. 15,000/- per annum. To be used for medical
expenses.

3.3 Food Coupons Upto a Maximum of Rs. 2500/- per month.

3.4 Transport Maximum Rs. 1600/- per month. To be used for
vehicle expenses.

3.5 House Rent Allowance Maximum 40% of Basic Salary per annum. To be
used for house rent.

3.6 Statutory Bonus Statutory Bonus is payable as per the provisions of
the Payment of Bonus Act, 1965 to eligible
employees.

3.7 Other allowance Remaining of Choice Pay funds and is a taxable
amount.

3.8 Annual Bonus The Annual Bonus Scheme is paid out at the
company's sole discretion based on both the
company and individual performance.
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Annexure - II

Following are the mandatory list of original documents you will need to produce on the date of Joining.  An

electronic version of these documents will be required to be submitted for our background verification

agency, who will contact you for initiating background verification process

1. Educational Certificates and marklists (10th, +2, Graduation) (Original and 1 Copy)

2. Experience Certificate from past employer(s) (Original and 1 Copy)

3. Relieving letter from the past employer(s)(Original and 1 copy)

4. Pan Card (Original and 1 Copy) or copy of Form 49A  if the PAN Card is not available.  It is mandatory

to have Permanent Account No. for all salaried employees.

5. Pay Slips from last employer - Last 3 months

6. Address Proof (any of these): Passport, Driving License, Ration Card, Voter -ID, Rental Agreement.

(Original and 1 Copy)

7. Aadhaar Card (1 Copy & Original). Aadhaar Card is mandatory for Statutory Benefits (PF /ESI).

8. Universal Account Number (UAN) & Employee State Insurance (ESI)Number, if you have received it

from your Previous Employer.

9. Three passport size photographs with 35mm Width and maximum 45mm height with white background.
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10th Floor, Yamuna, Technopark Phase III, Trivandrum- 695583, Kerala, India, Telephone: 0471 - 4000669 
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22nd June 2023 
 
Dear Varada M A, 
 

Subject:  Offer of Employment as Junior Insurance Claims Specialist 
 
Congratulations on making the cut!! 
 
Pursuant to your performance during our interview, we are excited about the prospect of you joining 
our team at Good Methods Software Solutions Private Limited. (Hereinafter referred to as 
“Company”) and would like to offer you the position of Junior Insurance Claims Specialist on 
permanent rolls. We trust that your knowledge, skill, and expertise will prove to be among our most 
valued assets.  
 
This offer of employment is valid up to June 2024 and you are requested to kindly confirm your 
acceptance on or before 30th June 2023. You will be informed of your exact date of joining 2 weeks 
prior to the joining date. 
 
Compensation and Benefits 
Your basic salary and other allowances will be as per ANNEXURE A annexed hereto and shall be 
effective from the date of joining.   
 
The remuneration will be subject to deductions of P.F., E.S.I.C., Income Tax and such other deductions 
as are applicable under the law. You shall also be entitled for Gratuity as per the provisions of the 
Payment of Gratuity Act, 1972 or subject to any other law in India for the time being in force. No other 
compensation or benefits will accrue or be demanded by you, and you acknowledge the sufficiency of 
such consideration and benefits paid. 
 
Leave 
You shall be entitled to leave as per Company policy. In case of your joining the Company in between 
the calendar year, you will be entitled to leave corresponding to the number of days you have worked 
in such year on a pro rata basis. 
 
Confidentiality 
(a)    During the course of your employment and thereafter you shall not at any time, unless with the 

consent of the company, disclose, divulge or make public any of the Confidential Information (as 
defined in the Employment Agreement) including any designs, processes, designs, financial 
information, drawings, trade secrets or other documents of the company that should not be 
disclosed, divulged or made public whether the same may be confided or become known to you 
in the course of your employment or otherwise. Neither shall you use any such Confidential 
Information for your personal benefit or for the benefit of others. 
 

 
Intellectual Property 
(a) If during and in the course of your employment with us, you invent or cause to invent any 

technology, processes, formulae, programs, specifications, know-how regarding the manufacture 
and process of any product formulation, invention or any suggestion made by you about any 
name, mark, device, label, trade mark or trade name, patents etc., the same shall always remain 
the exclusive property of the Company and you hereby agree to waive all right or interest of 

http://www.goodmethodsglobal.com/
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whatsoever nature in the same, regardless of whether applications are filed for their protection or 
not. Neither shall you be entitled to apply for any trademark, patent or copyright over the same.  

 
(b)    All such Intellectual Property discovered, developed or improved upon by you, whether alone or 

with any other person or persons shall be the sole property of the company irrespective of 
whether applications are filed for their protection or not and you agree to give your full 
cooperation in such registration by the Company. The Company has the sole right to exercise all 
ownership rights, including applying for a patent or copyright without your help, and you agree 
that if for any reason you are unable to provide your consent on documents necessary for 
establishment or protection of any proprietary rights and/or intellectual property rights, you 
designate company to execute all such documents on your behalf. 

 
Termination 
The Company may, in its sole discretion, terminate your services without any prior notice in the event: 
(a) You are found guilty of any breach of the provisions contained herein or present in the 

Employment Agreement, insubordination, insolence, gross negligence, dishonesty, 
embezzlement, or fraud. 

(b) You fail or refuse to carry out or perform your duties as may be assigned to you by the company 
from time to time. 

 
General 
* Our offer to you has been made based on information furnished by you at the time of the interview. 
The Company further reserves the right to carry out background checks on you either by itself or 
through agents/consultants appointed for this purpose at any time and your employment with the 
Company is subject to satisfactory clearance of such checks. However, if there is a discrepancy in the 
copies of the documents/certificates given by you as a proof in support of above or if any contradiction 
with regard to the information already furnished to us comes to our notice or if the background check 
proves to be unsatisfactory in the sole opinion of the Company, the Company reserves the right to 
cancel the Offer of Appointment without showing reasons therefore and without any further 
obligations whatsoever to you or anyone claiming through you in connection with the offer. 
 
You shall further be required to enter and execute the company Employment Agreement as part of 
your acceptance of employment procedure.   
As a new member of CareRevenue family we extend you a hearty welcome to our organization and 
wish you a long, successful, and mutually beneficial association!! 
 
Yours Sincerely, 
For Good Methods Software Solutions Private Limited 
 
 
 
Ann Betty Kurian 
Manager - HRBP 
 
 
 
 
 
 
 

http://www.goodmethodsglobal.com/
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Declaration: 
 
This is to certify that I have gone through and understood all the provisions contained herein and I 
hereby accept and agree to abide by them. 
 
 
Name in full: 
 
Signature: 
 
Date:                                                                                                                                 Place: 

http://www.goodmethodsglobal.com/
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ANNEXURE – A 

 

Name: Varada M A 
Designation: Junior Insurance Claims Specialist 
Location: Trivandrum 
 

TERMS OF REMUNERATION 

Particulars Monthly Annual 

      

Basic Salary ₹ 15,000.00 ₹ 1,80,000.00 

Allowances     

HRA ₹ 0.00 ₹ 0.00 

Conveyance Allowance ₹ 2,500.00 ₹ 30,000.00 

Special Allowance ₹ 2,302.00 ₹ 27,624.00 

      

Gross Salary ₹ 19,802.00 ₹ 2,37,624.00 

Statutory Bonus ₹ 1,750.00 ₹ 21,000.00 

Employer's Contribution to PF ₹ 1,800.00 ₹ 21,600.00 

Employer's Contribution to LWF ₹ 50.00 ₹ 600.00 

      

Total Cost to Company ₹ 23,402.00 ₹ 2,80,824.00 

      

Deductions     

Employer's Contribution to PF ₹ 1,800.00 ₹ 21,600.00 

Employee's Contribution to PF ₹ 1,800.00 ₹ 21,600.00 

Employer's Contribution to LWF ₹ 50.00 ₹ 600.00 

Employee's Contribution to LWF ₹ 50.00 ₹ 600.00 

   

Net Salary ₹ 19,702.00 ₹ 2,36,424.00 

*If company transportation is opted, conveyance allowance will be deducted 
 

Other Benefits: 
•Medical Insurance for self and immediate family as per company policy. 

•Food round the clock. 
•Fun filled activities. 

 
Medical Insurance Policy for Employee and the applicable terms and conditions: 

A.Employee and his/ her immediate family are insured for a sum of up to Rs.3 lakhs/ annum.  
B.The term “Immediate family” refers to spouse and kids, and do not include dependent parents.  
C.The employee and their immediate family are covered under the policy from Day One.  
 

More details will be made available during on-boarding.  
 

http://www.goodmethodsglobal.com/
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This is to certify that I have gone through and understood all the terms and conditions mentioned in 
the offer letter and I hereby accept and agree to abide by them: 
 
 
Name in full: 
 
Signature: 
 
Date:                                                                                                                                Place: 
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Documents required to be submitted on the Date of Joining. 
 

At the time of joining, you are requested to submit soft copies of the following: 
 
1. Certificates supporting your educational qualification along with marks sheet* 
2. Schooling certificate (SSLC/ICSE) in support of your age 
3. Your salary slips from the last three months* 
4. Your relieving letter from your previous/present organization (If any) 
5. Form 16 / Performa Form 16 
6. 1 color passport size photographs 
7. Latest passport 
8. PAN Card. 
9. Aadhar Card 
10. Driving License   
11. Voters ID 
12.HDFC Bank account passbook (if any) 
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22nd June 2023 
 
Dear Sandra Edward, 
 

Subject:  Offer of Employment as Junior Insurance Claims Specialist 
 
Congratulations on making the cut!! 
 
Pursuant to your performance during our interview, we are excited about the prospect of you joining 
our team at Good Methods Software Solutions Private Limited. (Hereinafter referred to as 
“Company”) and would like to offer you the position of Junior Insurance Claims Specialist on 
permanent rolls. We trust that your knowledge, skill, and expertise will prove to be among our most 
valued assets.  
 
This offer of employment is valid up to June 2024 and you are requested to kindly confirm your 
acceptance on or before 30th June 2023. You will be informed of your exact date of joining 2 weeks 
prior to the joining date. 
 
Compensation and Benefits 
Your basic salary and other allowances will be as per ANNEXURE A annexed hereto and shall be 
effective from the date of joining.   
 
The remuneration will be subject to deductions of P.F., E.S.I.C., Income Tax and such other deductions 
as are applicable under the law. You shall also be entitled for Gratuity as per the provisions of the 
Payment of Gratuity Act, 1972 or subject to any other law in India for the time being in force. No other 
compensation or benefits will accrue or be demanded by you, and you acknowledge the sufficiency of 
such consideration and benefits paid. 
 
Leave 
You shall be entitled to leave as per Company policy. In case of your joining the Company in between 
the calendar year, you will be entitled to leave corresponding to the number of days you have worked 
in such year on a pro rata basis. 
 
Confidentiality 
(a)    During the course of your employment and thereafter you shall not at any time, unless with the 

consent of the company, disclose, divulge or make public any of the Confidential Information (as 
defined in the Employment Agreement) including any designs, processes, designs, financial 
information, drawings, trade secrets or other documents of the company that should not be 
disclosed, divulged or made public whether the same may be confided or become known to you 
in the course of your employment or otherwise. Neither shall you use any such Confidential 
Information for your personal benefit or for the benefit of others. 
 

 
Intellectual Property 
(a) If during and in the course of your employment with us, you invent or cause to invent any 

technology, processes, formulae, programs, specifications, know-how regarding the manufacture 
and process of any product formulation, invention or any suggestion made by you about any 
name, mark, device, label, trade mark or trade name, patents etc., the same shall always remain 
the exclusive property of the Company and you hereby agree to waive all right or interest of 

http://www.goodmethodsglobal.com/
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whatsoever nature in the same, regardless of whether applications are filed for their protection or 
not. Neither shall you be entitled to apply for any trademark, patent or copyright over the same.  

 
(b)    All such Intellectual Property discovered, developed or improved upon by you, whether alone or 

with any other person or persons shall be the sole property of the company irrespective of 
whether applications are filed for their protection or not and you agree to give your full 
cooperation in such registration by the Company. The Company has the sole right to exercise all 
ownership rights, including applying for a patent or copyright without your help, and you agree 
that if for any reason you are unable to provide your consent on documents necessary for 
establishment or protection of any proprietary rights and/or intellectual property rights, you 
designate company to execute all such documents on your behalf. 

 
Termination 
The Company may, in its sole discretion, terminate your services without any prior notice in the event: 
(a) You are found guilty of any breach of the provisions contained herein or present in the 

Employment Agreement, insubordination, insolence, gross negligence, dishonesty, 
embezzlement, or fraud. 

(b) You fail or refuse to carry out or perform your duties as may be assigned to you by the company 
from time to time. 

 
General 
* Our offer to you has been made based on information furnished by you at the time of the interview. 
The Company further reserves the right to carry out background checks on you either by itself or 
through agents/consultants appointed for this purpose at any time and your employment with the 
Company is subject to satisfactory clearance of such checks. However, if there is a discrepancy in the 
copies of the documents/certificates given by you as a proof in support of above or if any contradiction 
with regard to the information already furnished to us comes to our notice or if the background check 
proves to be unsatisfactory in the sole opinion of the Company, the Company reserves the right to 
cancel the Offer of Appointment without showing reasons therefore and without any further 
obligations whatsoever to you or anyone claiming through you in connection with the offer. 
 
You shall further be required to enter and execute the company Employment Agreement as part of 
your acceptance of employment procedure.   
As a new member of CareRevenue family we extend you a hearty welcome to our organization and 
wish you a long, successful, and mutually beneficial association!! 
 
Yours Sincerely, 
For Good Methods Software Solutions Private Limited 
 
 
 
Ann Betty Kurian 
Manager - HRBP 
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Declaration: 
 
This is to certify that I have gone through and understood all the provisions contained herein and I 
hereby accept and agree to abide by them. 
 
 
Name in full: 
 
Signature: 
 
Date:                                                                                                                                 Place: 

http://www.goodmethodsglobal.com/
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ANNEXURE – A 

 

Name: Sandra Edward 
Designation: Junior Insurance Claims Specialist 
Location: Trivandrum 
 

TERMS OF REMUNERATION 

Particulars Monthly Annual 

      

Basic Salary ₹ 15,000.00 ₹ 1,80,000.00 

Allowances     

HRA ₹ 0.00 ₹ 0.00 

Conveyance Allowance ₹ 2,500.00 ₹ 30,000.00 

Special Allowance ₹ 2,302.00 ₹ 27,624.00 

      

Gross Salary ₹ 19,802.00 ₹ 2,37,624.00 

Statutory Bonus ₹ 1,750.00 ₹ 21,000.00 

Employer's Contribution to PF ₹ 1,800.00 ₹ 21,600.00 

Employer's Contribution to LWF ₹ 50.00 ₹ 600.00 

      

Total Cost to Company ₹ 23,402.00 ₹ 2,80,824.00 

      

Deductions     

Employer's Contribution to PF ₹ 1,800.00 ₹ 21,600.00 

Employee's Contribution to PF ₹ 1,800.00 ₹ 21,600.00 

Employer's Contribution to LWF ₹ 50.00 ₹ 600.00 

Employee's Contribution to LWF ₹ 50.00 ₹ 600.00 

   

Net Salary ₹ 19,702.00 ₹ 2,36,424.00 

*If company transportation is opted, conveyance allowance will be deducted 
 

Other Benefits: 
•Medical Insurance for self and immediate family as per company policy. 

•Food round the clock. 
•Fun filled activities. 

 
Medical Insurance Policy for Employee and the applicable terms and conditions: 

A.Employee and his/ her immediate family are insured for a sum of up to Rs.3 lakhs/ annum.  
B.The term “Immediate family” refers to spouse and kids, and do not include dependent parents.  
C.The employee and their immediate family are covered under the policy from Day One.  
 

More details will be made available during on-boarding.  
 

http://www.goodmethodsglobal.com/


             
 

10th Floor, Yamuna, Technopark Phase III, Trivandrum- 695583, Kerala, India, Telephone: 0471 - 4000669 
CIN: U72200KL2012PTC030648, Website: Website: www.goodmethodsglobal.com 

 

This is to certify that I have gone through and understood all the terms and conditions mentioned in 
the offer letter and I hereby accept and agree to abide by them: 
 
 
Name in full: 
 
Signature: 
 
Date:                                                                                                                                Place: 
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10th Floor, Yamuna, Technopark Phase III, Trivandrum- 695583, Kerala, India, Telephone: 0471 - 4000669 
CIN: U72200KL2012PTC030648, Website: Website: www.goodmethodsglobal.com 

 

Documents required to be submitted on the Date of Joining. 
 

At the time of joining, you are requested to submit soft copies of the following: 
 
1. Certificates supporting your educational qualification along with marks sheet* 
2. Schooling certificate (SSLC/ICSE) in support of your age 
3. Your salary slips from the last three months* 
4. Your relieving letter from your previous/present organization (If any) 
5. Form 16 / Performa Form 16 
6. 1 color passport size photographs 
7. Latest passport 
8. PAN Card. 
9. Aadhar Card 
10. Driving License   
11. Voters ID 
12.HDFC Bank account passbook (if any) 
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Date: 06-June-2023 

            To,        

Name: Shaniya Shibu Lopez 

Address: Nazarath, Chittoor,Chavara P.O., Kollam (Dist.) 

Department: Training  

SUB: LETTER FOR JOINING SUMMONS 

With reference to your application, interview, discussion and demonstration class, we are pleased 

to offer you the assignment on the following terms and conditions. 

 

 You will be designated as ‘Skill Development Consultant Faculty’, and your initial place of 

appointment will be in Kerala. 
 The exact place of posting will be decided and intimated to you during the full-time training at 

Cochin. 
 The nature of the job is to train School/ College students the skills such as Life skills and Soft 

skills, and the method of training is interactive. 
 Your service schedule will commence on 1st June 2023 in the School/ College where you will 

have been posted after the successful completion of the ‘In house training’  
 You will be on probation for a period of nine months from the date of joining in the School/ 

College.  
 You will be remunerated the consultation fee for the service rendered by you as follows: Total 

consolidated remuneration per month: Rupees Nineteen Thousand Five Hundred only. 
 Your efficiency will be reviewed and assessed periodically during your probation period. 
 Upon satisfactory completion of the probation period, you will be entitled further assignments as 

per the requirements of the Institution.   
 You are liable to be posted to any educational institution that may come under GICE’s 

agreement and your services are transferable, if necessary.  
 You need to follow the curriculum formulated by GICE. You are not allowed to carry the 

reference/course materials given by GICE to the school/college. You should be capable enough 
to handle the classes without using the printed reference materials. The preparations for the 
classes must be done in advance and carry only the self- prepared teaching notes. 

 Any other languages other than English is not allowed in GICE office, School, and among GICE 
faculties. GICE have the authority to take any action with regard to the violation of this rule. 

 You shall be fully responsible to hand over the GICE assets and materials received from GICE. 
 You are required to maintain yourself in a state of physical/mental fitness all along the tenure 

with GICE and ensure Annual Medical Check-up. You are supposed to produce a ‘Police 

Clearance Certificate’, ‘Medical Fitness Certificate’ and ‘Parent’s/Guardian’s Consent’ for 

further admission procedure in accordance with the nature of the job of teaching and training the 
school/college students. 

Personal & Confidential 



 
 

 

 

 Your work schedule shall be from Monday to Saturday (both inclusive). In case the 
school/college assigned to you is having holidays during above schedule of work, you shall 
attend the assignments given to you during the holidays.               

 You should not relinquish the post during the academic year (June 2023- March 2024) 
 In case you need to relinquish the service of GICE due to any solemn reasons during the period 

of probation, GICE rules and regulations in the regard shall be applicable and the candidate is 
obliged to give GICE management a written notice of two months prior to the leaving date with 
a compensation equal to one month’s remuneration. 

 You have to work under the supervision and guidance of GICE authorities. 
 You should not take up any other employment or get paid elsewhere without the explicit 

permission of GICE management. 
 You can obtain the experience certificate only after the successful and satisfactory completion of 

the probation period of nine months, completing the resignation formalities and submitting the 
complete GICE assets and documents received from GICE. 

 Dress convention: You should follow the dress code (uniform) including the hair style prescribed 
by GICE in the work places (school/college). Up on the absence of abiding by the above 
mentioned policy, GICE will be compelled to take appropriate punitive action against the 
violators. The uniform expenses must be borne by the candidate/employee. 

 You will be asked to attend the regular training at least once/twice in a month at Cochin, Kerala 
from time to time as per the requirement.  

 GICE is committed to provide you with suitable training, guidance, counseling and support to 
prepare you to enter and succeed in the Skill Development Consultant Faculty position. You 
should attend the training without fail. 

 By accepting this offer you agree that you intend to successfully complete the training program, 
and understand that lack of improvement at any stage of the training program, or lack of 
acceptance into a required course due to an inability to meet the minimum entrance requirements 
will be reason for removal from the Skill Development Consultant Faculty position.  

 You will take responsibility for gaining the skills required for the Skill Development Consultant 
Faculty position by the active participation in the daily, weekly, monthly appraisals and setting 
the objectives, discuss and resolve problems with your trainer as they arise, and complete 
training and assignments given time to time. 

 Your remuneration, perks and leaves deduction details are mentioned in the comprehensive 
Terms and Conditions correspondence. 
 

Welcoming you to GICE Family and wish you all the best for your career! 

For Goan Institute International Consociation of Education [GICE] 

Human Resource Manager / Chief Administrator 

Ph. +91 9207700930 

gicerecruitment@gmail.com 

Candidate’s Name & Sign    



 
 

 

 

 

Date: 06-June-2023 

            To,        

Name: Vindhuja A.R 

Address: TBRA 105 A Harisree, Theli Bhagam, Thirumala P.O., Trivandrum 

Department: Training  

SUB: LETTER FOR JOINING SUMMONS 

With reference to your application, interview, discussion and demonstration class, we are pleased 

to offer you the assignment on the following terms and conditions. 

 

 You will be designated as ‘Skill Development Consultant Faculty’, and your initial place of 

appointment will be in Kerala. 
 The exact place of posting will be decided and intimated to you during the full-time training at 

Cochin. 
 The nature of the job is to train School/ College students the skills such as Life skills and Soft 

skills, and the method of training is interactive. 
 Your service schedule will commence on 1st June 2023 in the School/ College where you will 

have been posted after the successful completion of the ‘In house training’  
 You will be on probation for a period of nine months from the date of joining in the School/ 

College.  
 You will be remunerated the consultation fee for the service rendered by you as follows: Total 

consolidated remuneration per month: Rupees Nineteen Thousand Five Hundred only. 
 Your efficiency will be reviewed and assessed periodically during your probation period. 
 Upon satisfactory completion of the probation period, you will be entitled further assignments as 

per the requirements of the Institution.   
 You are liable to be posted to any educational institution that may come under GICE’s 

agreement and your services are transferable, if necessary.  
 You need to follow the curriculum formulated by GICE. You are not allowed to carry the 

reference/course materials given by GICE to the school/college. You should be capable enough 
to handle the classes without using the printed reference materials. The preparations for the 
classes must be done in advance and carry only the self- prepared teaching notes. 

 Any other languages other than English is not allowed in GICE office, School, and among GICE 
faculties. GICE have the authority to take any action with regard to the violation of this rule. 

 You shall be fully responsible to hand over the GICE assets and materials received from GICE. 
 You are required to maintain yourself in a state of physical/mental fitness all along the tenure 

with GICE and ensure Annual Medical Check-up. You are supposed to produce a ‘Police 

Clearance Certificate’, ‘Medical Fitness Certificate’ and ‘Parent’s/Guardian’s Consent’ for 

further admission procedure in accordance with the nature of the job of teaching and training the 
school/college students. 

Personal & Confidential 



 
 

 

 

 Your work schedule shall be from Monday to Saturday (both inclusive). In case the 
school/college assigned to you is having holidays during above schedule of work, you shall 
attend the assignments given to you during the holidays.               

 You should not relinquish the post during the academic year (June 2023- March 2024) 
 In case you need to relinquish the service of GICE due to any solemn reasons during the period 

of probation, GICE rules and regulations in the regard shall be applicable and the candidate is 
obliged to give GICE management a written notice of two months prior to the leaving date with 
a compensation equal to one month’s remuneration. 

 You have to work under the supervision and guidance of GICE authorities. 
 You should not take up any other employment or get paid elsewhere without the explicit 

permission of GICE management. 
 You can obtain the experience certificate only after the successful and satisfactory completion of 

the probation period of nine months, completing the resignation formalities and submitting the 
complete GICE assets and documents received from GICE. 

 Dress convention: You should follow the dress code (uniform) including the hair style prescribed 
by GICE in the work places (school/college). Up on the absence of abiding by the above 
mentioned policy, GICE will be compelled to take appropriate punitive action against the 
violators. The uniform expenses must be borne by the candidate/employee. 

 You will be asked to attend the regular training at least once/twice in a month at Cochin, Kerala 
from time to time as per the requirement.  

 GICE is committed to provide you with suitable training, guidance, counseling and support to 
prepare you to enter and succeed in the Skill Development Consultant Faculty position. You 
should attend the training without fail. 

 By accepting this offer you agree that you intend to successfully complete the training program, 
and understand that lack of improvement at any stage of the training program, or lack of 
acceptance into a required course due to an inability to meet the minimum entrance requirements 
will be reason for removal from the Skill Development Consultant Faculty position.  

 You will take responsibility for gaining the skills required for the Skill Development Consultant 
Faculty position by the active participation in the daily, weekly, monthly appraisals and setting 
the objectives, discuss and resolve problems with your trainer as they arise, and complete 
training and assignments given time to time. 

 Your remuneration, perks and leaves deduction details are mentioned in the comprehensive 
Terms and Conditions correspondence. 
 

Welcoming you to GICE Family and wish you all the best for your career! 

For Goan Institute International Consociation of Education [GICE] 

Human Resource Manager / Chief Administrator 

Ph. +91 9207700930 

gicerecruitment@gmail.com 

Candidate’s Name & Sign    



OFFER LETTER
To,
Lekshmi Vijayan P

Kadappathala Nagar , house number 60 , Rajalakshmi , Golf Links Road , Kowdiyar P.O

Trivandrum, Trivandrum

Kerala

Date : 14-08-2023

Dear Lekshmi Vijayan P,

Sub : Offer of Employment - Associate-Customer Service

Further to our recent meetings and discussions, we are pleased to offer you the position of Associate-

Customer Service subject to the following terms & conditions.

1. Date of Joining :

Subject to your acceptance of these terms, your employment will commence on or before 16-08-2023. In

the current scenario, the Onboarding will be Virtual and the information related to the same will be sent to

you before the joining date.

2. Location :

Your initial employment location will be our office at 3rd Floor Ganga, Phase III, Karyavattom P.O,

Trivandrum, Kerala, India - 695581. The Company may transfer you to other locations from time to time.

3. Cost to company :

Your total employment Cost to Company (CTC) will be INR 312000 (Rupees Three  Lakh Twelve

Thousand  ) per annum. Please refer to Annexure I for details.

You will be eligible to participate in the Company's employee benefit Plans as are generally made

available to similarly situated employees of the Company, subject in each case to the terms and conditions

of the Plan in question. Full details of these Plans will be provided when you join employment. All amounts

payable to you shall be subject to deduction of tax at source as per applicable law from time to time.

Deductions will also be made in accordance with other applicable laws and for contributions to employee

benefits schemes as may be applicable from time to time (e.g. provident fund, ESI). Your remuneration will

be subject to revision as per the Company's compensation policies and guidelines in effect from time to

time.

Private & Confidential

Allianz Services Private Limited,
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Phase lll
Trivandrum, Kerala, India - 695 581.
CIN: U72200KL2003PTC015907
Phone +91 (0)471 6613 555
Fax +91 (0)471 2700967
www.allianz.com

Registered in India
U72200KL2003PTC015907



OFFER LETTER

4. Probation :

You will be on probation for a period of 6 months from the date of your joining employment. During your

probation, your employment is provisional and subject to successful completion of your probation. During

this period, your performance will be reviewed by your line manager and you are expected to demonstrate

the technical and functional skills(as applicable) associated with your position together with the core

values of the Company including but not limited to, cooperation, teamwork and a positive attitude. Failure

to perform as expected may result in the termination of your employment or extension of your probation

period for a further period of 3 months. If you successfully complete your probation, you will be deemed to

be a permanent employee of the Company and will be communicated to you through formal written

communication. Any extension of probation or termination will be communicated to you in writing.

5. Notice Period :

While you are on probation, you may resign from the services of the Company by giving the Company

prior written notice of 30 days or salary in lieu thereof. Once your services with the Company are

confirmed, you may resign from the services of the Company by giving the Company prior written notice of

90 days or salary in lieu thereof. However, the Company reserves the right to accept or reject your

proposal based on business requirements.

During your probation, you may be discharged from the Company's services at any time with 30 days prior

notice or salary in lieu thereof, without assigning any reason. Upon confirmation, the Company may

terminate your employment at any time after providing you 90 days advance notice or payment of salary in

lieu thereof.

6. Pre - Conditions :

This offer, and should you accept this offer, your continued employment with the Company, are subject to

and conditional on the following:

a)   All the facts mentioned in your resume and stated during other discussions with the Company during

the interview process being true and correct;

b)   Verification of the original documents listed in Annexure II. (Please bring the originals of these on your

date of joining work); and

c)   The Company receiving satisfactory references and/or background check results as the Company may

seek in its discretion. The Company may undertake a background and/or verification check prior to or at

any time subsequent to your joining employment and may engage the services of a third party agency to

undertake the same.

The Company may disclose your personal information to such agency solely for the purpose of

undertaking the necessary verification on behalf of the Company.
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Please note that in the event the Company is not satisfied with any of these items, the Company reserves

the right to withdraw this offer or rescind your employment contract with the Company. If at any time during

your employment, any of the facts or documents submitted by you are found to be false, your services are

liable to be terminated immediately without any notice or compensation. The Company assures you that

any personal data and information collected from you will be used only in connection with this offer and

your employment with the Company (should you accept this offer) and shall be protected from unlawful

disclosure in accordance with the Information Technology Act, 2000 as amended from time to time.

7. Other Terms and Conditions of Employment :

This is a full time position and you will be required to devote the whole of your time and efforts to your

employment with the Company. On joining employment, you will be required to sign and agree to be

bound by the standard terms and conditions of employment of the Company. In addition to these terms,

your employment will also be governed by all applicable rules, regulations and policies of the company

that are in force from time to time.

8. No Conflict :

If you accept this offer, you will be confirming that you are not party to any agreement or arrangement

which in any way restricts, prohibits or debars you from accepting the offer made by the Company

including but not limited to any non-compete, non-disclosure or restrictive agreement or terms and that you

will have no continuing obligations or restrictions which will apply to you from the date of commencement

of your employment with the Company or if you are so bound, that will honour such covenants and

agreements.

This offer will remain open for a period of five working days. If this offer is acceptable to you, please

confirm your acceptance in writing via electronic mail to your recruiter on or before 16-08-2023 If no such

intimation of acceptance is received on or before the said date, this offer shall stand automatically

withdrawn.

Should you have any questions with regard to this offer, please do not hesitate to get in touch with your

point of contact in Talent Acquisition Team.

We hope you will find this offer acceptable and look forward to you joining the Company.

For Allianz Services Private Limited,

Surej Pillai Jison John

Group Manager-People Experience Managing Director

Private & Confidential

Allianz Services Private Limited,
Module no:104, 4th Floor, Ganga Building Technopark Campus
Phase lll
Trivandrum, Kerala, India - 695 581.
CIN: U72200KL2003PTC015907
Phone +91 (0)471 6613 555
Fax +91 (0)471 2700967
www.allianz.com

Registered in India
U72200KL2003PTC015907



Annexure - I

Name : Lekshmi Vijayan P
Grade : AGS 5
Designation : Associate-Customer Service

Components Monthly (INR) Annual (INR)

Base Pay

Basic 6677 80122

Co's contribution to PF 1800 21600

Gratuity 321 3854

Choice pay

Food Coupons 2500 30000

LTA 556 6674

Medical Expenses 1250 15000

Transport 1600 19200

HRA 2671 32049

Statutory Bonus* 583 7000

Other allowance 6804 81644

Gross 24762 297143

Variable pay

Annual Bonus ** 1238 14857

Final CTC 26000 312000

*Statutory Bonus will be paid in April

**The Annual Bonus Scheme is paid out at the company's sole discretion based on both the company and

individual performance. Only those employees who joined the organization on or before 30th September of

a year and continue to be on company rolls on the last day of March in the subsequent year (i.e. the year

of payment) are eligible for Bonus.

Employees who have resigned and are serving notice as on the last day of March (in the year of payment)

are also not eligible for this bonus scheme. Annual Bonus is usually paid in the month of April.

Increments are paid out in April for the employees who joined on or before 30th September of the previous

year and will be at the discretion of the company, based on individual performance as well as company

performance, business outlook and other relevant factors.
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 Explanation of Compensation

Components Description

1. Base Pay The fundamental salary component to which many
other compensation components are linked.

2. Retirals These elements of compensation are not paid out
until later when certain conditions are met.

2.1 Provident Fund (PF) 12% of monthly wage to a maximum of INR 1800/-.

 2.2 Gratuity 4.8% of Basic Salary, which is included as a part of
your Annual Remuneration denotes the company's
contribution to the Gratuity Fund based on actuarial
calculations. You are not entitled to this amount as
a cash component as this is intended to be a retiral
benefit.  Gratuity is payable to you as per the
Payment of Gratuity Act, 1972, on cessation of your
employment after at least 5 years of continuous
service with the Company.

3. Choice pay Choice Pay allows employees to choose a benefit
basket that suits their needs. For certain elements,
employees may avail of tax exemptions as per
prevailing tax laws. The elements are listed below.

3.1 Leave Travel Allowance LTA can be used for up to a maximum of economy
class airfare or First Class Train fare twice during a
4 year block period as per Income tax rules.

3.2 Medical Expenses Rs. 15,000/- per annum. To be used for medical
expenses.

3.3 Food Coupons Upto a Maximum of Rs. 2500/- per month.

3.4 Transport Maximum Rs. 1600/- per month. To be used for
vehicle expenses.

3.5 House Rent Allowance Maximum 40% of Basic Salary per annum. To be
used for house rent.

3.6 Statutory Bonus Statutory Bonus is payable as per the provisions of
the Payment of Bonus Act, 1965 to eligible
employees.

3.7 Other allowance Remaining of Choice Pay funds and is a taxable
amount.

3.8 Annual Bonus The Annual Bonus Scheme is paid out at the
company's sole discretion based on both the
company and individual performance.
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Annexure - II

Following are the mandatory list of original documents you will need to produce on the date of Joining.  An

electronic version of these documents will be required to be submitted for our background verification

agency, who will contact you for initiating background verification process

1. Educational Certificates and marklists (10th, +2, Graduation) (Original and 1 Copy)

2. Experience Certificate from past employer(s) (Original and 1 Copy)

3. Relieving letter from the past employer(s)(Original and 1 copy)

4. Pan Card (Original and 1 Copy) or copy of Form 49A  if the PAN Card is not available.  It is mandatory

to have Permanent Account No. for all salaried employees.

5. Pay Slips from last employer - Last 3 months

6. Address Proof (any of these): Passport, Driving License, Ration Card, Voter -ID, Rental Agreement.

(Original and 1 Copy)

7. Aadhaar Card (1 Copy & Original). Aadhaar Card is mandatory for Statutory Benefits (PF /ESI).

8. Universal Account Number (UAN) & Employee State Insurance (ESI)Number, if you have received it

from your Previous Employer.

9. Three passport size photographs with 35mm Width and maximum 45mm height with white background.
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OFFER LETTER
To,
Mischelle Sarah Gladson

Lovely Land, Puthenthope P.O, Trivandrum

puthenthope, Trivandrum

Kerala, Pin-695586

Date : 30-06-2023

Dear Mischelle Sarah Gladson,

Sub : Offer of Employment - Associate-Customer Service

Further to our recent meetings and discussions, we are pleased to offer you the position of Associate-

Customer Service subject to the following terms & conditions.

1. Date of Joining :

Subject to your acceptance of these terms, your employment will commence on or before 03-07-2023. In

the current scenario, the Onboarding will be Virtual and the information related to the same will be sent to

you before the joining date.

2. Location :

Your initial employment location will be our office at 3rd Floor Ganga, Phase III, Karyavattom P.O,

Trivandrum, Kerala, India - 695581. The Company may transfer you to other locations from time to time.

3. Cost to company :

Your total employment Cost to Company (CTC) will be INR 312000 (Rupees Three  Lakh Twelve

Thousand  ) per annum. Please refer to Annexure I for details.

You will be eligible to participate in the Company's employee benefit Plans as are generally made

available to similarly situated employees of the Company, subject in each case to the terms and conditions

of the Plan in question. Full details of these Plans will be provided when you join employment. All amounts

payable to you shall be subject to deduction of tax at source as per applicable law from time to time.

Deductions will also be made in accordance with other applicable laws and for contributions to employee

benefits schemes as may be applicable from time to time (e.g. provident fund, ESI). Your remuneration will

be subject to revision as per the Company's compensation policies and guidelines in effect from time to

time.
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OFFER LETTER

4. Probation :

You will be on probation for a period of 6 months from the date of your joining employment. During your

probation, your employment is provisional and subject to successful completion of your probation. During

this period, your performance will be reviewed by your line manager and you are expected to demonstrate

the technical and functional skills(as applicable) associated with your position together with the core

values of the Company including but not limited to, cooperation, teamwork and a positive attitude. Failure

to perform as expected may result in the termination of your employment or extension of your probation

period for a further period of 3 months. If you successfully complete your probation, you will be deemed to

be a permanent employee of the Company and will be communicated to you through formal written

communication. Any extension of probation or termination will be communicated to you in writing.

5. Notice Period :

While you are on probation, you may resign from the services of the Company by giving the Company

prior written notice of 30 days or salary in lieu thereof. Once your services with the Company are

confirmed, you may resign from the services of the Company by giving the Company prior written notice of

90 days or salary in lieu thereof. However, the Company reserves the right to accept or reject your

proposal based on business requirements.

During your probation, you may be discharged from the Company's services at any time with 30 days prior

notice or salary in lieu thereof, without assigning any reason. Upon confirmation, the Company may

terminate your employment at any time after providing you 90 days advance notice or payment of salary in

lieu thereof.

6. Pre - Conditions :

This offer, and should you accept this offer, your continued employment with the Company, are subject to

and conditional on the following:

a)   All the facts mentioned in your resume and stated during other discussions with the Company during

the interview process being true and correct;

b)   Verification of the original documents listed in Annexure II. (Please bring the originals of these on your

date of joining work); and

c)   The Company receiving satisfactory references and/or background check results as the Company may

seek in its discretion. The Company may undertake a background and/or verification check prior to or at

any time subsequent to your joining employment and may engage the services of a third party agency to

undertake the same.

The Company may disclose your personal information to such agency solely for the purpose of

undertaking the necessary verification on behalf of the Company.

Private & Confidential

Allianz Services Private Limited,
Module no:104, 4th Floor, Ganga Building Technopark Campus
Phase lll
Trivandrum, Kerala, India - 695 581.
CIN: U72200KL2003PTC015907
Phone +91 (0)471 6613 555
Fax +91 (0)471 2700967
www.allianz.com

Registered in India
U72200KL2003PTC015907



 

Please note that in the event the Company is not satisfied with any of these items, the Company reserves

the right to withdraw this offer or rescind your employment contract with the Company. If at any time during

your employment, any of the facts or documents submitted by you are found to be false, your services are

liable to be terminated immediately without any notice or compensation. The Company assures you that

any personal data and information collected from you will be used only in connection with this offer and

your employment with the Company (should you accept this offer) and shall be protected from unlawful

disclosure in accordance with the Information Technology Act, 2000 as amended from time to time.

7. Other Terms and Conditions of Employment :

This is a full time position and you will be required to devote the whole of your time and efforts to your

employment with the Company. On joining employment, you will be required to sign and agree to be

bound by the standard terms and conditions of employment of the Company. In addition to these terms,

your employment will also be governed by all applicable rules, regulations and policies of the company

that are in force from time to time.

8. No Conflict :

If you accept this offer, you will be confirming that you are not party to any agreement or arrangement

which in any way restricts, prohibits or debars you from accepting the offer made by the Company

including but not limited to any non-compete, non-disclosure or restrictive agreement or terms and that you

will have no continuing obligations or restrictions which will apply to you from the date of commencement

of your employment with the Company or if you are so bound, that will honour such covenants and

agreements.

This offer will remain open for a period of five working days. If this offer is acceptable to you, please

confirm your acceptance in writing via electronic mail to your recruiter on or before 02-07-2023 If no such

intimation of acceptance is received on or before the said date, this offer shall stand automatically

withdrawn.

Should you have any questions with regard to this offer, please do not hesitate to get in touch with your

point of contact in Talent Acquisition Team.

We hope you will find this offer acceptable and look forward to you joining the Company.

For Allianz Services Private Limited,

Surej Pillai Jison John

Group Manager-People Experience Managing Director
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Annexure - I

Name : Mischelle Sarah Gladson
Grade : AGS 5
Designation : Associate-Customer Service

Components Monthly (INR) Annual (INR)

Base Pay

Basic 6677 80122

Co's contribution to PF 1800 21600

Gratuity 321 3854

Choice pay

Food Coupons 2500 30000

LTA 556 6674

Medical Expenses 1250 15000

Transport 1600 19200

HRA 2671 32049

Statutory Bonus* 583 7000

Other allowance 6804 81644

Gross 24762 297143

Variable pay

Annual Bonus ** 1238 14857

Final CTC 26000 312000

*Statutory Bonus will be paid in April

**The Annual Bonus Scheme is paid out at the company's sole discretion based on both the company and

individual performance. Only those employees who joined the organization on or before 30th September of

a year and continue to be on company rolls on the last day of March in the subsequent year (i.e. the year

of payment) are eligible for Bonus.

Employees who have resigned and are serving notice as on the last day of March (in the year of payment)

are also not eligible for this bonus scheme. Annual Bonus is usually paid in the month of April.

Increments are paid out in April for the employees who joined on or before 30th September of the previous

year and will be at the discretion of the company, based on individual performance as well as company

performance, business outlook and other relevant factors.
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 Explanation of Compensation

Components Description

1. Base Pay The fundamental salary component to which many
other compensation components are linked.

2. Retirals These elements of compensation are not paid out
until later when certain conditions are met.

2.1 Provident Fund (PF) 12% of monthly wage to a maximum of INR 1800/-.

 2.2 Gratuity 4.8% of Basic Salary, which is included as a part of
your Annual Remuneration denotes the company's
contribution to the Gratuity Fund based on actuarial
calculations. You are not entitled to this amount as
a cash component as this is intended to be a retiral
benefit.  Gratuity is payable to you as per the
Payment of Gratuity Act, 1972, on cessation of your
employment after at least 5 years of continuous
service with the Company.

3. Choice pay Choice Pay allows employees to choose a benefit
basket that suits their needs. For certain elements,
employees may avail of tax exemptions as per
prevailing tax laws. The elements are listed below.

3.1 Leave Travel Allowance LTA can be used for up to a maximum of economy
class airfare or First Class Train fare twice during a
4 year block period as per Income tax rules.

3.2 Medical Expenses Rs. 15,000/- per annum. To be used for medical
expenses.

3.3 Food Coupons Upto a Maximum of Rs. 2500/- per month.

3.4 Transport Maximum Rs. 1600/- per month. To be used for
vehicle expenses.

3.5 House Rent Allowance Maximum 40% of Basic Salary per annum. To be
used for house rent.

3.6 Statutory Bonus Statutory Bonus is payable as per the provisions of
the Payment of Bonus Act, 1965 to eligible
employees.

3.7 Other allowance Remaining of Choice Pay funds and is a taxable
amount.

3.8 Annual Bonus The Annual Bonus Scheme is paid out at the
company's sole discretion based on both the
company and individual performance.
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Annexure - II

Following are the mandatory list of original documents you will need to produce on the date of Joining.  An

electronic version of these documents will be required to be submitted for our background verification

agency, who will contact you for initiating background verification process

1. Educational Certificates and marklists (10th, +2, Graduation) (Original and 1 Copy)

2. Experience Certificate from past employer(s) (Original and 1 Copy)

3. Relieving letter from the past employer(s)(Original and 1 copy)

4. Pan Card (Original and 1 Copy) or copy of Form 49A  if the PAN Card is not available.  It is mandatory

to have Permanent Account No. for all salaried employees.

5. Pay Slips from last employer - Last 3 months

6. Address Proof (any of these): Passport, Driving License, Ration Card, Voter -ID, Rental Agreement.

(Original and 1 Copy)

7. Aadhaar Card (1 Copy & Original). Aadhaar Card is mandatory for Statutory Benefits (PF /ESI).

8. Universal Account Number (UAN) & Employee State Insurance (ESI)Number, if you have received it

from your Previous Employer.

9. Three passport size photographs with 35mm Width and maximum 45mm height with white background.
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OFFER LETTER
To,
Lekshmi Vijayan P

Kadappathala Nagar , house number 60 , Rajalakshmi , Golf Links Road , Kowdiyar P.O

Trivandrum, Trivandrum

Kerala

Date : 14-08-2023

Dear Lekshmi Vijayan P,

Sub : Offer of Employment - Associate-Customer Service

Further to our recent meetings and discussions, we are pleased to offer you the position of Associate-

Customer Service subject to the following terms & conditions.

1. Date of Joining :

Subject to your acceptance of these terms, your employment will commence on or before 16-08-2023. In

the current scenario, the Onboarding will be Virtual and the information related to the same will be sent to

you before the joining date.

2. Location :

Your initial employment location will be our office at 3rd Floor Ganga, Phase III, Karyavattom P.O,

Trivandrum, Kerala, India - 695581. The Company may transfer you to other locations from time to time.

3. Cost to company :

Your total employment Cost to Company (CTC) will be INR 312000 (Rupees Three  Lakh Twelve

Thousand  ) per annum. Please refer to Annexure I for details.

You will be eligible to participate in the Company's employee benefit Plans as are generally made

available to similarly situated employees of the Company, subject in each case to the terms and conditions

of the Plan in question. Full details of these Plans will be provided when you join employment. All amounts

payable to you shall be subject to deduction of tax at source as per applicable law from time to time.

Deductions will also be made in accordance with other applicable laws and for contributions to employee

benefits schemes as may be applicable from time to time (e.g. provident fund, ESI). Your remuneration will

be subject to revision as per the Company's compensation policies and guidelines in effect from time to

time.
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OFFER LETTER

4. Probation :

You will be on probation for a period of 6 months from the date of your joining employment. During your

probation, your employment is provisional and subject to successful completion of your probation. During

this period, your performance will be reviewed by your line manager and you are expected to demonstrate

the technical and functional skills(as applicable) associated with your position together with the core

values of the Company including but not limited to, cooperation, teamwork and a positive attitude. Failure

to perform as expected may result in the termination of your employment or extension of your probation

period for a further period of 3 months. If you successfully complete your probation, you will be deemed to

be a permanent employee of the Company and will be communicated to you through formal written

communication. Any extension of probation or termination will be communicated to you in writing.

5. Notice Period :

While you are on probation, you may resign from the services of the Company by giving the Company

prior written notice of 30 days or salary in lieu thereof. Once your services with the Company are

confirmed, you may resign from the services of the Company by giving the Company prior written notice of

90 days or salary in lieu thereof. However, the Company reserves the right to accept or reject your

proposal based on business requirements.

During your probation, you may be discharged from the Company's services at any time with 30 days prior

notice or salary in lieu thereof, without assigning any reason. Upon confirmation, the Company may

terminate your employment at any time after providing you 90 days advance notice or payment of salary in

lieu thereof.

6. Pre - Conditions :

This offer, and should you accept this offer, your continued employment with the Company, are subject to

and conditional on the following:

a)   All the facts mentioned in your resume and stated during other discussions with the Company during

the interview process being true and correct;

b)   Verification of the original documents listed in Annexure II. (Please bring the originals of these on your

date of joining work); and

c)   The Company receiving satisfactory references and/or background check results as the Company may

seek in its discretion. The Company may undertake a background and/or verification check prior to or at

any time subsequent to your joining employment and may engage the services of a third party agency to

undertake the same.

The Company may disclose your personal information to such agency solely for the purpose of

undertaking the necessary verification on behalf of the Company.

Private & Confidential

Allianz Services Private Limited,
Module no:104, 4th Floor, Ganga Building Technopark Campus
Phase lll
Trivandrum, Kerala, India - 695 581.
CIN: U72200KL2003PTC015907
Phone +91 (0)471 6613 555
Fax +91 (0)471 2700967
www.allianz.com

Registered in India
U72200KL2003PTC015907



 

Please note that in the event the Company is not satisfied with any of these items, the Company reserves

the right to withdraw this offer or rescind your employment contract with the Company. If at any time during

your employment, any of the facts or documents submitted by you are found to be false, your services are

liable to be terminated immediately without any notice or compensation. The Company assures you that

any personal data and information collected from you will be used only in connection with this offer and

your employment with the Company (should you accept this offer) and shall be protected from unlawful

disclosure in accordance with the Information Technology Act, 2000 as amended from time to time.

7. Other Terms and Conditions of Employment :

This is a full time position and you will be required to devote the whole of your time and efforts to your

employment with the Company. On joining employment, you will be required to sign and agree to be

bound by the standard terms and conditions of employment of the Company. In addition to these terms,

your employment will also be governed by all applicable rules, regulations and policies of the company

that are in force from time to time.

8. No Conflict :

If you accept this offer, you will be confirming that you are not party to any agreement or arrangement

which in any way restricts, prohibits or debars you from accepting the offer made by the Company

including but not limited to any non-compete, non-disclosure or restrictive agreement or terms and that you

will have no continuing obligations or restrictions which will apply to you from the date of commencement

of your employment with the Company or if you are so bound, that will honour such covenants and

agreements.

This offer will remain open for a period of five working days. If this offer is acceptable to you, please

confirm your acceptance in writing via electronic mail to your recruiter on or before 16-08-2023 If no such

intimation of acceptance is received on or before the said date, this offer shall stand automatically

withdrawn.

Should you have any questions with regard to this offer, please do not hesitate to get in touch with your

point of contact in Talent Acquisition Team.

We hope you will find this offer acceptable and look forward to you joining the Company.

For Allianz Services Private Limited,

Surej Pillai Jison John

Group Manager-People Experience Managing Director
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Annexure - I

Name : Lekshmi Vijayan P
Grade : AGS 5
Designation : Associate-Customer Service

Components Monthly (INR) Annual (INR)

Base Pay

Basic 6677 80122

Co's contribution to PF 1800 21600

Gratuity 321 3854

Choice pay

Food Coupons 2500 30000

LTA 556 6674

Medical Expenses 1250 15000

Transport 1600 19200

HRA 2671 32049

Statutory Bonus* 583 7000

Other allowance 6804 81644

Gross 24762 297143

Variable pay

Annual Bonus ** 1238 14857

Final CTC 26000 312000

*Statutory Bonus will be paid in April

**The Annual Bonus Scheme is paid out at the company's sole discretion based on both the company and

individual performance. Only those employees who joined the organization on or before 30th September of

a year and continue to be on company rolls on the last day of March in the subsequent year (i.e. the year

of payment) are eligible for Bonus.

Employees who have resigned and are serving notice as on the last day of March (in the year of payment)

are also not eligible for this bonus scheme. Annual Bonus is usually paid in the month of April.

Increments are paid out in April for the employees who joined on or before 30th September of the previous

year and will be at the discretion of the company, based on individual performance as well as company

performance, business outlook and other relevant factors.
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 Explanation of Compensation

Components Description

1. Base Pay The fundamental salary component to which many
other compensation components are linked.

2. Retirals These elements of compensation are not paid out
until later when certain conditions are met.

2.1 Provident Fund (PF) 12% of monthly wage to a maximum of INR 1800/-.

 2.2 Gratuity 4.8% of Basic Salary, which is included as a part of
your Annual Remuneration denotes the company's
contribution to the Gratuity Fund based on actuarial
calculations. You are not entitled to this amount as
a cash component as this is intended to be a retiral
benefit.  Gratuity is payable to you as per the
Payment of Gratuity Act, 1972, on cessation of your
employment after at least 5 years of continuous
service with the Company.

3. Choice pay Choice Pay allows employees to choose a benefit
basket that suits their needs. For certain elements,
employees may avail of tax exemptions as per
prevailing tax laws. The elements are listed below.

3.1 Leave Travel Allowance LTA can be used for up to a maximum of economy
class airfare or First Class Train fare twice during a
4 year block period as per Income tax rules.

3.2 Medical Expenses Rs. 15,000/- per annum. To be used for medical
expenses.

3.3 Food Coupons Upto a Maximum of Rs. 2500/- per month.

3.4 Transport Maximum Rs. 1600/- per month. To be used for
vehicle expenses.

3.5 House Rent Allowance Maximum 40% of Basic Salary per annum. To be
used for house rent.

3.6 Statutory Bonus Statutory Bonus is payable as per the provisions of
the Payment of Bonus Act, 1965 to eligible
employees.

3.7 Other allowance Remaining of Choice Pay funds and is a taxable
amount.

3.8 Annual Bonus The Annual Bonus Scheme is paid out at the
company's sole discretion based on both the
company and individual performance.
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Annexure - II

Following are the mandatory list of original documents you will need to produce on the date of Joining.  An

electronic version of these documents will be required to be submitted for our background verification

agency, who will contact you for initiating background verification process

1. Educational Certificates and marklists (10th, +2, Graduation) (Original and 1 Copy)

2. Experience Certificate from past employer(s) (Original and 1 Copy)

3. Relieving letter from the past employer(s)(Original and 1 copy)

4. Pan Card (Original and 1 Copy) or copy of Form 49A  if the PAN Card is not available.  It is mandatory

to have Permanent Account No. for all salaried employees.

5. Pay Slips from last employer - Last 3 months

6. Address Proof (any of these): Passport, Driving License, Ration Card, Voter -ID, Rental Agreement.

(Original and 1 Copy)

7. Aadhaar Card (1 Copy & Original). Aadhaar Card is mandatory for Statutory Benefits (PF /ESI).

8. Universal Account Number (UAN) & Employee State Insurance (ESI)Number, if you have received it

from your Previous Employer.

9. Three passport size photographs with 35mm Width and maximum 45mm height with white background.
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OFFER LETTER
To,
Devika Praveen

Shreyas, PRA 46B Paravankunnu, Trivandrum

Trivandrum, Trivandrum

Kerala, Pin-695026

Date : 14-07-2023

Dear Devika Praveen,

Sub : Offer of Employment - Associate-Customer Service

Further to our recent meetings and discussions, we are pleased to offer you the position of Associate-

Customer Service subject to the following terms & conditions.

1. Date of Joining :

Subject to your acceptance of these terms, your employment will commence on or before 17-07-2023. In

the current scenario, the Onboarding will be Virtual and the information related to the same will be sent to

you before the joining date.

2. Location :

Your initial employment location will be our office at 6th Floor Ganga, Phase III, Karyavattom P.O,

Trivandrum, Kerala, India - 695581. The Company may transfer you to other locations from time to time.

3. Cost to company :

Your total employment Cost to Company (CTC) will be INR 312000 (Rupees Three  Lakh Twelve

Thousand  ) per annum. Please refer to Annexure I for details.

You will be eligible to participate in the Company's employee benefit Plans as are generally made

available to similarly situated employees of the Company, subject in each case to the terms and conditions

of the Plan in question. Full details of these Plans will be provided when you join employment. All amounts

payable to you shall be subject to deduction of tax at source as per applicable law from time to time.

Deductions will also be made in accordance with other applicable laws and for contributions to employee

benefits schemes as may be applicable from time to time (e.g. provident fund, ESI). Your remuneration will

be subject to revision as per the Company's compensation policies and guidelines in effect from time to

time.
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OFFER LETTER

4. Probation :

You will be on probation for a period of 6 months from the date of your joining employment. During your

probation, your employment is provisional and subject to successful completion of your probation. During

this period, your performance will be reviewed by your line manager and you are expected to demonstrate

the technical and functional skills(as applicable) associated with your position together with the core

values of the Company including but not limited to, cooperation, teamwork and a positive attitude. Failure

to perform as expected may result in the termination of your employment or extension of your probation

period for a further period of 3 months. If you successfully complete your probation, you will be deemed to

be a permanent employee of the Company and will be communicated to you through formal written

communication. Any extension of probation or termination will be communicated to you in writing.

5. Notice Period :

While you are on probation, you may resign from the services of the Company by giving the Company

prior written notice of 30 days or salary in lieu thereof. Once your services with the Company are

confirmed, you may resign from the services of the Company by giving the Company prior written notice of

90 days or salary in lieu thereof. However, the Company reserves the right to accept or reject your

proposal based on business requirements.

During your probation, you may be discharged from the Company's services at any time with 30 days prior

notice or salary in lieu thereof, without assigning any reason. Upon confirmation, the Company may

terminate your employment at any time after providing you 90 days advance notice or payment of salary in

lieu thereof.

6. Pre - Conditions :

This offer, and should you accept this offer, your continued employment with the Company, are subject to

and conditional on the following:

a)   All the facts mentioned in your resume and stated during other discussions with the Company during

the interview process being true and correct;

b)   Verification of the original documents listed in Annexure II. (Please bring the originals of these on your

date of joining work); and

c)   The Company receiving satisfactory references and/or background check results as the Company may

seek in its discretion. The Company may undertake a background and/or verification check prior to or at

any time subsequent to your joining employment and may engage the services of a third party agency to

undertake the same.

The Company may disclose your personal information to such agency solely for the purpose of

undertaking the necessary verification on behalf of the Company.
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Please note that in the event the Company is not satisfied with any of these items, the Company reserves

the right to withdraw this offer or rescind your employment contract with the Company. If at any time during

your employment, any of the facts or documents submitted by you are found to be false, your services are

liable to be terminated immediately without any notice or compensation. The Company assures you that

any personal data and information collected from you will be used only in connection with this offer and

your employment with the Company (should you accept this offer) and shall be protected from unlawful

disclosure in accordance with the Information Technology Act, 2000 as amended from time to time.

7. Other Terms and Conditions of Employment :

This is a full time position and you will be required to devote the whole of your time and efforts to your

employment with the Company. On joining employment, you will be required to sign and agree to be

bound by the standard terms and conditions of employment of the Company. In addition to these terms,

your employment will also be governed by all applicable rules, regulations and policies of the company

that are in force from time to time.

8. No Conflict :

If you accept this offer, you will be confirming that you are not party to any agreement or arrangement

which in any way restricts, prohibits or debars you from accepting the offer made by the Company

including but not limited to any non-compete, non-disclosure or restrictive agreement or terms and that you

will have no continuing obligations or restrictions which will apply to you from the date of commencement

of your employment with the Company or if you are so bound, that will honour such covenants and

agreements.

This offer will remain open for a period of five working days. If this offer is acceptable to you, please

confirm your acceptance in writing via electronic mail to your recruiter on or before 16-07-2023 If no such

intimation of acceptance is received on or before the said date, this offer shall stand automatically

withdrawn.

Should you have any questions with regard to this offer, please do not hesitate to get in touch with your

point of contact in Talent Acquisition Team.

We hope you will find this offer acceptable and look forward to you joining the Company.

For Allianz Services Private Limited,

Surej Pillai Jison John

Group Manager-People Experience Managing Director
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Annexure - I

Name : Devika Praveen
Grade : AGS 5
Designation : Associate-Customer Service

Components Monthly (INR) Annual (INR)

Base Pay

Basic 6677 80122

Co's contribution to PF 1800 21600

Gratuity 321 3854

Choice pay

Food Coupons 2500 30000

LTA 556 6674

Medical Expenses 1250 15000

Transport 1600 19200

HRA 2671 32049

Statutory Bonus* 583 7000

Other allowance 6804 81644

Gross 24762 297143

Variable pay

Annual Bonus ** 1238 14857

Final CTC 26000 312000

*Statutory Bonus will be paid in April

**The Annual Bonus Scheme is paid out at the company's sole discretion based on both the company and

individual performance. Only those employees who joined the organization on or before 30th September of

a year and continue to be on company rolls on the last day of March in the subsequent year (i.e. the year

of payment) are eligible for Bonus.

Employees who have resigned and are serving notice as on the last day of March (in the year of payment)

are also not eligible for this bonus scheme. Annual Bonus is usually paid in the month of April.

Increments are paid out in April for the employees who joined on or before 30th September of the previous

year and will be at the discretion of the company, based on individual performance as well as company

performance, business outlook and other relevant factors.
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 Explanation of Compensation

Components Description

1. Base Pay The fundamental salary component to which many
other compensation components are linked.

2. Retirals These elements of compensation are not paid out
until later when certain conditions are met.

2.1 Provident Fund (PF) 12% of monthly wage to a maximum of INR 1800/-.

 2.2 Gratuity 4.8% of Basic Salary, which is included as a part of
your Annual Remuneration denotes the company's
contribution to the Gratuity Fund based on actuarial
calculations. You are not entitled to this amount as
a cash component as this is intended to be a retiral
benefit.  Gratuity is payable to you as per the
Payment of Gratuity Act, 1972, on cessation of your
employment after at least 5 years of continuous
service with the Company.

3. Choice pay Choice Pay allows employees to choose a benefit
basket that suits their needs. For certain elements,
employees may avail of tax exemptions as per
prevailing tax laws. The elements are listed below.

3.1 Leave Travel Allowance LTA can be used for up to a maximum of economy
class airfare or First Class Train fare twice during a
4 year block period as per Income tax rules.

3.2 Medical Expenses Rs. 15,000/- per annum. To be used for medical
expenses.

3.3 Food Coupons Upto a Maximum of Rs. 2500/- per month.

3.4 Transport Maximum Rs. 1600/- per month. To be used for
vehicle expenses.

3.5 House Rent Allowance Maximum 40% of Basic Salary per annum. To be
used for house rent.

3.6 Statutory Bonus Statutory Bonus is payable as per the provisions of
the Payment of Bonus Act, 1965 to eligible
employees.

3.7 Other allowance Remaining of Choice Pay funds and is a taxable
amount.

3.8 Annual Bonus The Annual Bonus Scheme is paid out at the
company's sole discretion based on both the
company and individual performance.
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Annexure - II

Following are the mandatory list of original documents you will need to produce on the date of Joining.  An

electronic version of these documents will be required to be submitted for our background verification

agency, who will contact you for initiating background verification process

1. Educational Certificates and marklists (10th, +2, Graduation) (Original and 1 Copy)

2. Experience Certificate from past employer(s) (Original and 1 Copy)

3. Relieving letter from the past employer(s)(Original and 1 copy)

4. Pan Card (Original and 1 Copy) or copy of Form 49A  if the PAN Card is not available.  It is mandatory

to have Permanent Account No. for all salaried employees.

5. Pay Slips from last employer - Last 3 months

6. Address Proof (any of these): Passport, Driving License, Ration Card, Voter -ID, Rental Agreement.

(Original and 1 Copy)

7. Aadhaar Card (1 Copy & Original). Aadhaar Card is mandatory for Statutory Benefits (PF /ESI).

8. Universal Account Number (UAN) & Employee State Insurance (ESI)Number, if you have received it

from your Previous Employer.

9. Three passport size photographs with 35mm Width and maximum 45mm height with white background.
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OFFER LETTER
To,
Aavani  M Gireesh

Mini Cottage, Kariyam, Sreekariyam P.O

Trivandrum, Trivandrum

Kerala

Date : 11-07-2023

Dear Aavani  M Gireesh,

Sub : Offer of Employment - Associate-Customer Service

Further to our recent meetings and discussions, we are pleased to offer you the position of Associate-

Customer Service subject to the following terms & conditions.

1. Date of Joining :

Subject to your acceptance of these terms, your employment will commence on or before 12-07-2023. In

the current scenario, the Onboarding will be Virtual and the information related to the same will be sent to

you before the joining date.

2. Location :

Your initial employment location will be our office at 6th Floor Ganga, Phase III, Karyavattom P.O,

Trivandrum, Kerala, India - 695581. The Company may transfer you to other locations from time to time.

3. Cost to company :

Your total employment Cost to Company (CTC) will be INR 312000 (Rupees Three  Lakh Twelve

Thousand  ) per annum. Please refer to Annexure I for details.

You will be eligible to participate in the Company's employee benefit Plans as are generally made

available to similarly situated employees of the Company, subject in each case to the terms and conditions

of the Plan in question. Full details of these Plans will be provided when you join employment. All amounts

payable to you shall be subject to deduction of tax at source as per applicable law from time to time.

Deductions will also be made in accordance with other applicable laws and for contributions to employee

benefits schemes as may be applicable from time to time (e.g. provident fund, ESI). Your remuneration will

be subject to revision as per the Company's compensation policies and guidelines in effect from time to

time.
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OFFER LETTER

4. Probation :

You will be on probation for a period of 6 months from the date of your joining employment. During your

probation, your employment is provisional and subject to successful completion of your probation. During

this period, your performance will be reviewed by your line manager and you are expected to demonstrate

the technical and functional skills(as applicable) associated with your position together with the core

values of the Company including but not limited to, cooperation, teamwork and a positive attitude. Failure

to perform as expected may result in the termination of your employment or extension of your probation

period for a further period of 3 months. If you successfully complete your probation, you will be deemed to

be a permanent employee of the Company and will be communicated to you through formal written

communication. Any extension of probation or termination will be communicated to you in writing.

5. Notice Period :

While you are on probation, you may resign from the services of the Company by giving the Company

prior written notice of 30 days or salary in lieu thereof. Once your services with the Company are

confirmed, you may resign from the services of the Company by giving the Company prior written notice of

90 days or salary in lieu thereof. However, the Company reserves the right to accept or reject your

proposal based on business requirements.

During your probation, you may be discharged from the Company's services at any time with 30 days prior

notice or salary in lieu thereof, without assigning any reason. Upon confirmation, the Company may

terminate your employment at any time after providing you 90 days advance notice or payment of salary in

lieu thereof.

6. Pre - Conditions :

This offer, and should you accept this offer, your continued employment with the Company, are subject to

and conditional on the following:

a)   All the facts mentioned in your resume and stated during other discussions with the Company during

the interview process being true and correct;

b)   Verification of the original documents listed in Annexure II. (Please bring the originals of these on your

date of joining work); and

c)   The Company receiving satisfactory references and/or background check results as the Company may

seek in its discretion. The Company may undertake a background and/or verification check prior to or at

any time subsequent to your joining employment and may engage the services of a third party agency to

undertake the same.

The Company may disclose your personal information to such agency solely for the purpose of

undertaking the necessary verification on behalf of the Company.
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Please note that in the event the Company is not satisfied with any of these items, the Company reserves

the right to withdraw this offer or rescind your employment contract with the Company. If at any time during

your employment, any of the facts or documents submitted by you are found to be false, your services are

liable to be terminated immediately without any notice or compensation. The Company assures you that

any personal data and information collected from you will be used only in connection with this offer and

your employment with the Company (should you accept this offer) and shall be protected from unlawful

disclosure in accordance with the Information Technology Act, 2000 as amended from time to time.

7. Other Terms and Conditions of Employment :

This is a full time position and you will be required to devote the whole of your time and efforts to your

employment with the Company. On joining employment, you will be required to sign and agree to be

bound by the standard terms and conditions of employment of the Company. In addition to these terms,

your employment will also be governed by all applicable rules, regulations and policies of the company

that are in force from time to time.

8. No Conflict :

If you accept this offer, you will be confirming that you are not party to any agreement or arrangement

which in any way restricts, prohibits or debars you from accepting the offer made by the Company

including but not limited to any non-compete, non-disclosure or restrictive agreement or terms and that you

will have no continuing obligations or restrictions which will apply to you from the date of commencement

of your employment with the Company or if you are so bound, that will honour such covenants and

agreements.

This offer will remain open for a period of five working days. If this offer is acceptable to you, please

confirm your acceptance in writing via electronic mail to your recruiter on or before 13-07-2023 If no such

intimation of acceptance is received on or before the said date, this offer shall stand automatically

withdrawn.

Should you have any questions with regard to this offer, please do not hesitate to get in touch with your

point of contact in Talent Acquisition Team.

We hope you will find this offer acceptable and look forward to you joining the Company.

For Allianz Services Private Limited,

Surej Pillai Jison John

Group Manager-People Experience Managing Director
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Annexure - I

Name : Aavani  M Gireesh
Grade : AGS 5
Designation : Associate-Customer Service

Components Monthly (INR) Annual (INR)

Base Pay

Basic 6677 80122

Co's contribution to PF 1800 21600

Gratuity 321 3854

Choice pay

Food Coupons 2500 30000

LTA 556 6674

Medical Expenses 1250 15000

Transport 1600 19200

HRA 2671 32049

Statutory Bonus* 583 7000

Other allowance 6804 81644

Gross 24762 297143

Variable pay

Annual Bonus ** 1238 14857

Final CTC 26000 312000

*Statutory Bonus will be paid in April

**The Annual Bonus Scheme is paid out at the company's sole discretion based on both the company and

individual performance. Only those employees who joined the organization on or before 30th September of

a year and continue to be on company rolls on the last day of March in the subsequent year (i.e. the year

of payment) are eligible for Bonus.

Employees who have resigned and are serving notice as on the last day of March (in the year of payment)

are also not eligible for this bonus scheme. Annual Bonus is usually paid in the month of April.

Increments are paid out in April for the employees who joined on or before 30th September of the previous

year and will be at the discretion of the company, based on individual performance as well as company

performance, business outlook and other relevant factors.

Private & Confidential

Allianz Services Private Limited,
Module no:104, 4th Floor, Ganga Building Technopark Campus
Phase lll
Trivandrum, Kerala, India - 695 581.
CIN: U72200KL2003PTC015907
Phone +91 (0)471 6613 555
Fax +91 (0)471 2700967
www.allianz.com

Registered in India
U72200KL2003PTC015907



 Explanation of Compensation

Components Description

1. Base Pay The fundamental salary component to which many
other compensation components are linked.

2. Retirals These elements of compensation are not paid out
until later when certain conditions are met.

2.1 Provident Fund (PF) 12% of monthly wage to a maximum of INR 1800/-.

 2.2 Gratuity 4.8% of Basic Salary, which is included as a part of
your Annual Remuneration denotes the company's
contribution to the Gratuity Fund based on actuarial
calculations. You are not entitled to this amount as
a cash component as this is intended to be a retiral
benefit.  Gratuity is payable to you as per the
Payment of Gratuity Act, 1972, on cessation of your
employment after at least 5 years of continuous
service with the Company.

3. Choice pay Choice Pay allows employees to choose a benefit
basket that suits their needs. For certain elements,
employees may avail of tax exemptions as per
prevailing tax laws. The elements are listed below.

3.1 Leave Travel Allowance LTA can be used for up to a maximum of economy
class airfare or First Class Train fare twice during a
4 year block period as per Income tax rules.

3.2 Medical Expenses Rs. 15,000/- per annum. To be used for medical
expenses.

3.3 Food Coupons Upto a Maximum of Rs. 2500/- per month.

3.4 Transport Maximum Rs. 1600/- per month. To be used for
vehicle expenses.

3.5 House Rent Allowance Maximum 40% of Basic Salary per annum. To be
used for house rent.

3.6 Statutory Bonus Statutory Bonus is payable as per the provisions of
the Payment of Bonus Act, 1965 to eligible
employees.

3.7 Other allowance Remaining of Choice Pay funds and is a taxable
amount.

3.8 Annual Bonus The Annual Bonus Scheme is paid out at the
company's sole discretion based on both the
company and individual performance.
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Annexure - II

Following are the mandatory list of original documents you will need to produce on the date of Joining.  An

electronic version of these documents will be required to be submitted for our background verification

agency, who will contact you for initiating background verification process

1. Educational Certificates and marklists (10th, +2, Graduation) (Original and 1 Copy)

2. Experience Certificate from past employer(s) (Original and 1 Copy)

3. Relieving letter from the past employer(s)(Original and 1 copy)

4. Pan Card (Original and 1 Copy) or copy of Form 49A  if the PAN Card is not available.  It is mandatory

to have Permanent Account No. for all salaried employees.

5. Pay Slips from last employer - Last 3 months

6. Address Proof (any of these): Passport, Driving License, Ration Card, Voter -ID, Rental Agreement.

(Original and 1 Copy)

7. Aadhaar Card (1 Copy & Original). Aadhaar Card is mandatory for Statutory Benefits (PF /ESI).

8. Universal Account Number (UAN) & Employee State Insurance (ESI)Number, if you have received it

from your Previous Employer.

9. Three passport size photographs with 35mm Width and maximum 45mm height with white background.
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OFFER LETTER
To,
Krishna A

TRRA 179, Nadakkavu lane, Ambalamukku, Peroorkada P.O, Thiruvananthapuram.

Ambalamukku, Trivandrum

Kerala, Pin-695005

Date : 18-08-2023

Dear Krishna A,

Sub : Offer of Employment - Associate-Customer Service

Further to our recent meetings and discussions, we are pleased to offer you the position of Associate-

Customer Service subject to the following terms & conditions.

1. Date of Joining :

Subject to your acceptance of these terms, your employment will commence on or before 23-08-2023. In

the current scenario, the Onboarding will be Virtual and the information related to the same will be sent to

you before the joining date.

2. Location :

Your initial employment location will be our office at 3rd Floor Ganga, Phase III, Karyavattom P.O,

Trivandrum, Kerala, India - 695581. The Company may transfer you to other locations from time to time.

3. Cost to company :

Your total employment Cost to Company (CTC) will be INR 312000 (Rupees Three  Lakh Twelve

Thousand  ) per annum. Please refer to Annexure I for details.

You will be eligible to participate in the Company's employee benefit Plans as are generally made

available to similarly situated employees of the Company, subject in each case to the terms and conditions

of the Plan in question. Full details of these Plans will be provided when you join employment. All amounts

payable to you shall be subject to deduction of tax at source as per applicable law from time to time.

Deductions will also be made in accordance with other applicable laws and for contributions to employee

benefits schemes as may be applicable from time to time (e.g. provident fund, ESI). Your remuneration will

be subject to revision as per the Company's compensation policies and guidelines in effect from time to

time.
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OFFER LETTER

4. Probation :

You will be on probation for a period of 6 months from the date of your joining employment. During your

probation, your employment is provisional and subject to successful completion of your probation. During

this period, your performance will be reviewed by your line manager and you are expected to demonstrate

the technical and functional skills(as applicable) associated with your position together with the core

values of the Company including but not limited to, cooperation, teamwork and a positive attitude. Failure

to perform as expected may result in the termination of your employment or extension of your probation

period for a further period of 3 months. If you successfully complete your probation, you will be deemed to

be a permanent employee of the Company and will be communicated to you through formal written

communication. Any extension of probation or termination will be communicated to you in writing.

5. Notice Period :

While you are on probation, you may resign from the services of the Company by giving the Company

prior written notice of 30 days or salary in lieu thereof. Once your services with the Company are

confirmed, you may resign from the services of the Company by giving the Company prior written notice of

90 days or salary in lieu thereof. However, the Company reserves the right to accept or reject your

proposal based on business requirements.

During your probation, you may be discharged from the Company's services at any time with 30 days prior

notice or salary in lieu thereof, without assigning any reason. Upon confirmation, the Company may

terminate your employment at any time after providing you 90 days advance notice or payment of salary in

lieu thereof.

6. Pre - Conditions :

This offer, and should you accept this offer, your continued employment with the Company, are subject to

and conditional on the following:

a)   All the facts mentioned in your resume and stated during other discussions with the Company during

the interview process being true and correct;

b)   Verification of the original documents listed in Annexure II. (Please bring the originals of these on your

date of joining work); and

c)   The Company receiving satisfactory references and/or background check results as the Company may

seek in its discretion. The Company may undertake a background and/or verification check prior to or at

any time subsequent to your joining employment and may engage the services of a third party agency to

undertake the same.

The Company may disclose your personal information to such agency solely for the purpose of

undertaking the necessary verification on behalf of the Company.
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Please note that in the event the Company is not satisfied with any of these items, the Company reserves

the right to withdraw this offer or rescind your employment contract with the Company. If at any time during

your employment, any of the facts or documents submitted by you are found to be false, your services are

liable to be terminated immediately without any notice or compensation. The Company assures you that

any personal data and information collected from you will be used only in connection with this offer and

your employment with the Company (should you accept this offer) and shall be protected from unlawful

disclosure in accordance with the Information Technology Act, 2000 as amended from time to time.

7. Other Terms and Conditions of Employment :

This is a full time position and you will be required to devote the whole of your time and efforts to your

employment with the Company. On joining employment, you will be required to sign and agree to be

bound by the standard terms and conditions of employment of the Company. In addition to these terms,

your employment will also be governed by all applicable rules, regulations and policies of the company

that are in force from time to time.

8. No Conflict :

If you accept this offer, you will be confirming that you are not party to any agreement or arrangement

which in any way restricts, prohibits or debars you from accepting the offer made by the Company

including but not limited to any non-compete, non-disclosure or restrictive agreement or terms and that you

will have no continuing obligations or restrictions which will apply to you from the date of commencement

of your employment with the Company or if you are so bound, that will honour such covenants and

agreements.

This offer will remain open for a period of five working days. If this offer is acceptable to you, please

confirm your acceptance in writing via electronic mail to your recruiter on or before 20-08-2023 If no such

intimation of acceptance is received on or before the said date, this offer shall stand automatically

withdrawn.

Should you have any questions with regard to this offer, please do not hesitate to get in touch with your

point of contact in Talent Acquisition Team.

We hope you will find this offer acceptable and look forward to you joining the Company.

For Allianz Services Private Limited,

Surej Pillai Jison John

Group Manager-People Experience Managing Director
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Annexure - I

Name : Krishna A
Grade : AGS 5
Designation : Associate-Customer Service

Components Monthly (INR) Annual (INR)

Base Pay

Basic 6677 80122

Co's contribution to PF 1800 21600

Gratuity 321 3854

Choice pay

Food Coupons 2500 30000

LTA 556 6674

Medical Expenses 1250 15000

Transport 1600 19200

HRA 2671 32049

Statutory Bonus* 583 7000

Other allowance 6804 81644

Gross 24762 297143

Variable pay

Annual Bonus ** 1238 14857

Final CTC 26000 312000

*Statutory Bonus will be paid in April

**The Annual Bonus Scheme is paid out at the company's sole discretion based on both the company and

individual performance. Only those employees who joined the organization on or before 30th September of

a year and continue to be on company rolls on the last day of March in the subsequent year (i.e. the year

of payment) are eligible for Bonus.

Employees who have resigned and are serving notice as on the last day of March (in the year of payment)

are also not eligible for this bonus scheme. Annual Bonus is usually paid in the month of April.

Increments are paid out in April for the employees who joined on or before 30th September of the previous

year and will be at the discretion of the company, based on individual performance as well as company

performance, business outlook and other relevant factors.
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 Explanation of Compensation

Components Description

1. Base Pay The fundamental salary component to which many
other compensation components are linked.

2. Retirals These elements of compensation are not paid out
until later when certain conditions are met.

2.1 Provident Fund (PF) 12% of monthly wage to a maximum of INR 1800/-.

 2.2 Gratuity 4.8% of Basic Salary, which is included as a part of
your Annual Remuneration denotes the company's
contribution to the Gratuity Fund based on actuarial
calculations. You are not entitled to this amount as
a cash component as this is intended to be a retiral
benefit.  Gratuity is payable to you as per the
Payment of Gratuity Act, 1972, on cessation of your
employment after at least 5 years of continuous
service with the Company.

3. Choice pay Choice Pay allows employees to choose a benefit
basket that suits their needs. For certain elements,
employees may avail of tax exemptions as per
prevailing tax laws. The elements are listed below.

3.1 Leave Travel Allowance LTA can be used for up to a maximum of economy
class airfare or First Class Train fare twice during a
4 year block period as per Income tax rules.

3.2 Medical Expenses Rs. 15,000/- per annum. To be used for medical
expenses.

3.3 Food Coupons Upto a Maximum of Rs. 2500/- per month.

3.4 Transport Maximum Rs. 1600/- per month. To be used for
vehicle expenses.

3.5 House Rent Allowance Maximum 40% of Basic Salary per annum. To be
used for house rent.

3.6 Statutory Bonus Statutory Bonus is payable as per the provisions of
the Payment of Bonus Act, 1965 to eligible
employees.

3.7 Other allowance Remaining of Choice Pay funds and is a taxable
amount.

3.8 Annual Bonus The Annual Bonus Scheme is paid out at the
company's sole discretion based on both the
company and individual performance.
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Annexure - II

Following are the mandatory list of original documents you will need to produce on the date of Joining.  An

electronic version of these documents will be required to be submitted for our background verification

agency, who will contact you for initiating background verification process

1. Educational Certificates and marklists (10th, +2, Graduation) (Original and 1 Copy)

2. Experience Certificate from past employer(s) (Original and 1 Copy)

3. Relieving letter from the past employer(s)(Original and 1 copy)

4. Pan Card (Original and 1 Copy) or copy of Form 49A  if the PAN Card is not available.  It is mandatory

to have Permanent Account No. for all salaried employees.

5. Pay Slips from last employer - Last 3 months

6. Address Proof (any of these): Passport, Driving License, Ration Card, Voter -ID, Rental Agreement.

(Original and 1 Copy)

7. Aadhaar Card (1 Copy & Original). Aadhaar Card is mandatory for Statutory Benefits (PF /ESI).

8. Universal Account Number (UAN) & Employee State Insurance (ESI)Number, if you have received it

from your Previous Employer.

9. Three passport size photographs with 35mm Width and maximum 45mm height with white background.
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OFFER LETTER
To,
Jenita  Nesaraju

TC12/1680(2) , Ann-Jena Shalom , Kunnukuzhy , Vanchiyoor ,P.O

Trivandrum, Trivandrum

Kerala

Date : 21-08-2023

Dear Jenita  Nesaraju,

Sub : Offer of Employment - Associate-Customer Service

Further to our recent meetings and discussions, we are pleased to offer you the position of Associate-

Customer Service subject to the following terms & conditions.

1. Date of Joining :

Subject to your acceptance of these terms, your employment will commence on or before 23-08-2023. In

the current scenario, the Onboarding will be Virtual and the information related to the same will be sent to

you before the joining date.

2. Location :

Your initial employment location will be our office at 3rd Floor Ganga, Phase III, Karyavattom P.O,

Trivandrum, Kerala, India - 695581. The Company may transfer you to other locations from time to time.

3. Cost to company :

Your total employment Cost to Company (CTC) will be INR 312000 (Rupees Three  Lakh Twelve

Thousand  ) per annum. Please refer to Annexure I for details.

You will be eligible to participate in the Company's employee benefit Plans as are generally made

available to similarly situated employees of the Company, subject in each case to the terms and conditions

of the Plan in question. Full details of these Plans will be provided when you join employment. All amounts

payable to you shall be subject to deduction of tax at source as per applicable law from time to time.

Deductions will also be made in accordance with other applicable laws and for contributions to employee

benefits schemes as may be applicable from time to time (e.g. provident fund, ESI). Your remuneration will

be subject to revision as per the Company's compensation policies and guidelines in effect from time to

time.
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OFFER LETTER

4. Probation :

You will be on probation for a period of 6 months from the date of your joining employment. During your

probation, your employment is provisional and subject to successful completion of your probation. During

this period, your performance will be reviewed by your line manager and you are expected to demonstrate

the technical and functional skills(as applicable) associated with your position together with the core

values of the Company including but not limited to, cooperation, teamwork and a positive attitude. Failure

to perform as expected may result in the termination of your employment or extension of your probation

period for a further period of 3 months. If you successfully complete your probation, you will be deemed to

be a permanent employee of the Company and will be communicated to you through formal written

communication. Any extension of probation or termination will be communicated to you in writing.

5. Notice Period :

While you are on probation, you may resign from the services of the Company by giving the Company

prior written notice of 30 days or salary in lieu thereof. Once your services with the Company are

confirmed, you may resign from the services of the Company by giving the Company prior written notice of

90 days or salary in lieu thereof. However, the Company reserves the right to accept or reject your

proposal based on business requirements.

During your probation, you may be discharged from the Company's services at any time with 30 days prior

notice or salary in lieu thereof, without assigning any reason. Upon confirmation, the Company may

terminate your employment at any time after providing you 90 days advance notice or payment of salary in

lieu thereof.

6. Pre - Conditions :

This offer, and should you accept this offer, your continued employment with the Company, are subject to

and conditional on the following:

a)   All the facts mentioned in your resume and stated during other discussions with the Company during

the interview process being true and correct;

b)   Verification of the original documents listed in Annexure II. (Please bring the originals of these on your

date of joining work); and

c)   The Company receiving satisfactory references and/or background check results as the Company may

seek in its discretion. The Company may undertake a background and/or verification check prior to or at

any time subsequent to your joining employment and may engage the services of a third party agency to

undertake the same.

The Company may disclose your personal information to such agency solely for the purpose of

undertaking the necessary verification on behalf of the Company.

Private & Confidential

Allianz Services Private Limited,
Module no:104, 4th Floor, Ganga Building Technopark Campus
Phase lll
Trivandrum, Kerala, India - 695 581.
CIN: U72200KL2003PTC015907
Phone +91 (0)471 6613 555
Fax +91 (0)471 2700967
www.allianz.com

Registered in India
U72200KL2003PTC015907



 

Please note that in the event the Company is not satisfied with any of these items, the Company reserves

the right to withdraw this offer or rescind your employment contract with the Company. If at any time during

your employment, any of the facts or documents submitted by you are found to be false, your services are

liable to be terminated immediately without any notice or compensation. The Company assures you that

any personal data and information collected from you will be used only in connection with this offer and

your employment with the Company (should you accept this offer) and shall be protected from unlawful

disclosure in accordance with the Information Technology Act, 2000 as amended from time to time.

7. Other Terms and Conditions of Employment :

This is a full time position and you will be required to devote the whole of your time and efforts to your

employment with the Company. On joining employment, you will be required to sign and agree to be

bound by the standard terms and conditions of employment of the Company. In addition to these terms,

your employment will also be governed by all applicable rules, regulations and policies of the company

that are in force from time to time.

8. No Conflict :

If you accept this offer, you will be confirming that you are not party to any agreement or arrangement

which in any way restricts, prohibits or debars you from accepting the offer made by the Company

including but not limited to any non-compete, non-disclosure or restrictive agreement or terms and that you

will have no continuing obligations or restrictions which will apply to you from the date of commencement

of your employment with the Company or if you are so bound, that will honour such covenants and

agreements.

This offer will remain open for a period of five working days. If this offer is acceptable to you, please

confirm your acceptance in writing via electronic mail to your recruiter on or before 23-08-2023 If no such

intimation of acceptance is received on or before the said date, this offer shall stand automatically

withdrawn.

Should you have any questions with regard to this offer, please do not hesitate to get in touch with your

point of contact in Talent Acquisition Team.

We hope you will find this offer acceptable and look forward to you joining the Company.

For Allianz Services Private Limited,

Surej Pillai Jison John

Group Manager-People Experience Managing Director
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Annexure - I

Name : Jenita  Nesaraju
Grade : AGS 5
Designation : Associate-Customer Service

Components Monthly (INR) Annual (INR)

Base Pay

Basic 6677 80122

Co's contribution to PF 1800 21600

Gratuity 321 3854

Choice pay

Food Coupons 2500 30000

LTA 556 6674

Medical Expenses 1250 15000

Transport 1600 19200

HRA 2671 32049

Statutory Bonus* 583 7000

Other allowance 6804 81644

Gross 24762 297143

Variable pay

Annual Bonus ** 1238 14857

Final CTC 26000 312000

*Statutory Bonus will be paid in April

**The Annual Bonus Scheme is paid out at the company's sole discretion based on both the company and

individual performance. Only those employees who joined the organization on or before 30th September of

a year and continue to be on company rolls on the last day of March in the subsequent year (i.e. the year

of payment) are eligible for Bonus.

Employees who have resigned and are serving notice as on the last day of March (in the year of payment)

are also not eligible for this bonus scheme. Annual Bonus is usually paid in the month of April.

Increments are paid out in April for the employees who joined on or before 30th September of the previous

year and will be at the discretion of the company, based on individual performance as well as company

performance, business outlook and other relevant factors.
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 Explanation of Compensation

Components Description

1. Base Pay The fundamental salary component to which many
other compensation components are linked.

2. Retirals These elements of compensation are not paid out
until later when certain conditions are met.

2.1 Provident Fund (PF) 12% of monthly wage to a maximum of INR 1800/-.

 2.2 Gratuity 4.8% of Basic Salary, which is included as a part of
your Annual Remuneration denotes the company's
contribution to the Gratuity Fund based on actuarial
calculations. You are not entitled to this amount as
a cash component as this is intended to be a retiral
benefit.  Gratuity is payable to you as per the
Payment of Gratuity Act, 1972, on cessation of your
employment after at least 5 years of continuous
service with the Company.

3. Choice pay Choice Pay allows employees to choose a benefit
basket that suits their needs. For certain elements,
employees may avail of tax exemptions as per
prevailing tax laws. The elements are listed below.

3.1 Leave Travel Allowance LTA can be used for up to a maximum of economy
class airfare or First Class Train fare twice during a
4 year block period as per Income tax rules.

3.2 Medical Expenses Rs. 15,000/- per annum. To be used for medical
expenses.

3.3 Food Coupons Upto a Maximum of Rs. 2500/- per month.

3.4 Transport Maximum Rs. 1600/- per month. To be used for
vehicle expenses.

3.5 House Rent Allowance Maximum 40% of Basic Salary per annum. To be
used for house rent.

3.6 Statutory Bonus Statutory Bonus is payable as per the provisions of
the Payment of Bonus Act, 1965 to eligible
employees.

3.7 Other allowance Remaining of Choice Pay funds and is a taxable
amount.

3.8 Annual Bonus The Annual Bonus Scheme is paid out at the
company's sole discretion based on both the
company and individual performance.
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Annexure - II

Following are the mandatory list of original documents you will need to produce on the date of Joining.  An

electronic version of these documents will be required to be submitted for our background verification

agency, who will contact you for initiating background verification process

1. Educational Certificates and marklists (10th, +2, Graduation) (Original and 1 Copy)

2. Experience Certificate from past employer(s) (Original and 1 Copy)

3. Relieving letter from the past employer(s)(Original and 1 copy)

4. Pan Card (Original and 1 Copy) or copy of Form 49A  if the PAN Card is not available.  It is mandatory

to have Permanent Account No. for all salaried employees.

5. Pay Slips from last employer - Last 3 months

6. Address Proof (any of these): Passport, Driving License, Ration Card, Voter -ID, Rental Agreement.

(Original and 1 Copy)

7. Aadhaar Card (1 Copy & Original). Aadhaar Card is mandatory for Statutory Benefits (PF /ESI).

8. Universal Account Number (UAN) & Employee State Insurance (ESI)Number, if you have received it

from your Previous Employer.

9. Three passport size photographs with 35mm Width and maximum 45mm height with white background.
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